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FOREWORD 



Acddents are undcMrable, i^^ bodiiy harm, loss of school . ' • 

time, property dtoiage, possible expensive legal action, an/T'even death/ National statistics rcveil.Aat * 
ninety^ght per fcent of all accidents arid injuries are ca^ii^ uiuafe wori^ 
^^of ffets^ or a ctombirtatibn of both, Thcrefblrc, jtf^shall be the goal of the;Montgdp^^ 
■fublic Schools to take every reasonable jfrccautio^ for the safety of studcntsV employees^ visitors,^ 
patrons, and all others, having business with our s/dfiools. Safety education aiid accident prevention are 
important to everyone concerned with our schools, not only as a protective measure during 'school 
hours but also as an instructional means of developing an appropriate mode of behavior to mmimize . 
^ accidents at all times: . 

This manual is designed to providq all MCPS personnel with safety policies, procedures, and related 
* information to assist them in a continuing program of accident prevention. , \ 



\ Homer O. Elseroad, Superintendent 
' Montgomery County Public Schools 



' rTKi^ lup*^ wishjcs to «pfcss his api)rcdatioh"to the ihkhy cohidbiftdifl^^^ 

gave their timej' talent, anrd material ffesources. §pedal thanKs are due tp the Boulder, Colorado, Los 
' Angeles, Califo.mia, and Bojton, Massachusetts public sdiools for, providing copies of their safety 
• manitals as guides. < ^ * * - * . - , 

/. '^'S^'' • \ ' ' :" : . " ' • • 

7.. extendefl jto the various national, > state, and local agenqiTS which cpntribtited time, 

l '''/^Mx0i9^ materials in the compilation of the manual, *. - ' - ' 

Nationaf • : ■ ' v ^" - 

, 'American Automobile Associatipn / . • ^/ * . 

, American Red Cross ' * * , ' . *; 

National Commission on Safety Education of the National Education Association 

National Safety Council ' . - 

■> . ■ .... 

U.15. Department o^ Health, Eclucation, and Welfare > * / 

JJ.S- Department of Labor , v i " ' 

' State ^ ■■ . , ^ - : ; _ - ^ 

Maryland State Department of Education * ; ^ 

" ' ^ ' • ' " . ' - • ; • ' ' \ . * 

Maryland 3 tate Roads Commission . ^ - V - ^ » ^ 

; State Fire Marshal's Office^ " ' • ^ • ' - 

State of Maryland Department of Labor and Industry. , > • ./ ^ ' 

Local : J * - / ' / ' 00 " * * 

Montgomery County Department of General Services' * , " * * ' • / 

Division of Civil Defense \ / • V . ^ . 

Division of Fire Prevention , ^ " >• ' ' ^' 

Montgomery County Department of Folic© ' , ' • ' . ^ ' 

Montgomery County Department of ifhiblic Health . ' ; 

. Division of 'Field Services ^ " y . * / 

• T, Division of Health Promotion ^ . , . ; ^ v * ' 

■ ^ ■ - ; , • . * •., • • •• . ^ A» * 
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Depairtmepfdf School Facilities 
Diyisipn of Constructibh ' 
' Divisidft of Maihtenancc ' 



Depaftmpfii bf SqKool Strviccs. , ' 

I>iVisipi(j of- Operations , • 

; Divisicfti of '^chool Lunch ' 

Pivision x>f Transpbrtatiort- T ^. • • ' • 

Department of Supervision and Curriculum Devel 
Art Education - . ' . - 

tlealth.'Educadon ' * s \ . 

7- Rome Economics * ' - \. 
' Industrie &ducaliQn " J , ^ ; / . 

1 Music Eiiu cation y ' ; ' ' 

*PhysicalEduc2rtioti;. • 
> Science Educatioa - . ° . 



lent \ 



AppiieGijgttion. for outstanding contribfutipns fd tiii^ * endeavbt art ex^^ the National Safety 

Gouncil, the Stafe^ of Maryland Depaytmenf of liiaborand liidustry, and ttie Elf^mentary and Seconclary;, 
' School Principals' Association of <the Montgomery Q6«nty Puhlic Schools for die time they tookHo. 
; ' rcad^ evaluate', and offer cohstnictive crititiSm j^^^ 
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H0^^6 USE THIS MANUAL 



bEPAJ^tMEI# DIVISION DIRtCrbBS 




'Directors wiU find .^e materials ccmtained in t|^s publication useful in daUy* operation. 
PRINCIPALS ' • . 

•Principals will want to consider every aspect of thiis manual as it affects the school plant, per^onr^l, 
and thejpfety of children. 

■ ^ ' ' ■ ' ■ • ■ . ' \ • • 

SUPERVISORS ^ , 

Supervisors will need to direct their attention to the manual as it relates to the instructional ^j^rogram 
and the need Cor safety education. • * / . 

TEACHERS ' / . ' 

'Teachers will want to familiarize themselves with all phases of the^manual which relate directly to 
*plant employee and pupil safety. It should foster a greater understanding of policies ^nd procedures 
felate^d to a safe school da'y. ' ^ • / 

FOftJEMAN - FIELD SUPERVISORS 

Employees working in the Division oT Operations ^nd Maintenance will find very^seful tips related to 
accident prevention. Of particular interest to this* group will be county codes related to fire and 
construction safety. ' ^ . - / ' ^ 



BOARD OF EDUCATION 



The Board of Education v^l want to familiarize themselves ^with the mariual when interpreting to the 
public the' safety program of, the Montgomery County Public Schools. / 



paIrents 



Parent groups and especially the P.T.A. Safety chairmek'^hould find this manual of particular interest 
and a valuable source of information when planning s'choqllprogra^fns. i . 

DEVIATION FROiyi REGULATIONS ' • t ^ ■ X ' * 

" * ■ . ■■ V / ■ / ' 

Statutory Regulations. All deviations from any federal, ^^^i or loc^l regulation cited herein must 

have the written approval of the agency and the assistafii superintendent for administration. 

Adpiinistrative Regulations. Deviations ^from regulations other than federal, state, or local regulations 
must be approved in unity by-the appropriate a^istant superintendent and safety director. 

Building Safety Regulations and Codes. No portion of this^ manual shall void or change any require- 
ments or laws^of the county, state, (3r federal government. , ■ f 

The information contained in this safety manual was obtained from sources believed to be reliable. It. 
cannot bQ assumed that every acceptable safety procedure is contained herein or that abnormal or 
unusual circumstances may not warrant or require further or additional procedures. * i 



f CHAPTER I , 
SAFETY EDUCATION AND ACXIlDENT KIEVENTION 



j l DEHNITION OF "ACCIDENT" 

. As.an aid^to clear understanding, "accident" as used herein is defined a§ '^any unexpected or unfolre- 
secn occurrence that interrupts or interferes with the orderly progress of the actifity in question/' An 
■/accident/ accordiing to this definition, docs not necessarily inv 

1-2 ADMINISTRATIVE RESPONSIBIUTIES / " 

> The objective of the pupil and employee safety progr^ of the Mdntgom^ry County, Maryland, Public 
Schools shall be to prevent needless accidents and to reduce sul5^tantially the frequency and severity 
of injuries at all levels. • * / . 

1-3 SAFETY SUPERVISOR 



A. Dcvelopment'andSupie'rvision of Progranis and Materials 

1. Proposes a^id develops information, policies, and procedures related to all facets of safety in 
the MCPS. He shall be responsible for the publication cUid continuing revi||pn of a MCPS 
safety manual which shall include all school, division, and department applications. 

2. Develops and nfeintains an up-to-date and continuing MCPS plan for safety and accident 
prevention to reflect: ^ • 



a) Priority areas for immediate attention. . 

b) Plans for total and long-range program development. 

Assists with the preparation and the implementation of safety curriculum* for Montgomery 
County Public Schools. 

Participates in the planning and-development of special safety instructional materials and 
special programs, e.g., television programs for the instruction of pupils, teachers, and other 
employees. * 



B. Training Pro-ams and Implementation 

1. Provides, through the Department of School Services and the Department of Information^ 
an informational and educational program in behalf of employee safety. 

2. Serves as a trainer and as a member, when feasible, of teams that inspect new schools before 
t4iey arc opened. * 
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Evaluation^ _ 



1. Ei^uates and revises all safety policies 

• . * - 

?. Reviews and evaluates all safety inspection data from schools and all information contained 
on accident report forms, 5>oth pupil and employee, and initiates proper foUgw-up action, 
including training sessiom as necessary to diminate^ specific caus^^ 

3. Analyzes information cpfttaiijed m the Annual Safety Report as a basis for recommenda- 
tions and action concerning the overall safety program. ' 

4. Prepares Annual Safety Report in cooperation with the Division of Insurance and Retire- 



ment 



Assistance, Coordination, and Liaison - 

■» ■ . __ , _ • . , ' tf • 

1. Coordinates the overall safety projgram for the MCPS including the efforts^and programs of 
all departments and divisions of the school system. 

■ ■ ■ ^i.^ ' ■ , 

2. Works ^th all MCPS personnel and other individuals and agencies in developing and coordi- 
nating a MCPS county-wide safety program -and individual school programs. 

3. Helps to organize and Work with safety committees ii^ individual schools. 

4. Works with the planning and constructfon divisions, school architects, _and civil defense 
authorities in developing plans for new buildings to ensure that safety features are built into 
all new schools and safety hazards eliminated before construction begins.^ 

5.. Serves as liaison between MCPS (the Board and the Superintendent) and all safety'Wd 
safety-related agencies and institutions in the county, including the Office of the County 
Fire Marshal^ * ' / * 

Serves as coordinator for safety inspection teams inspecting MCPS. 

7. Serves as coordinator and trainer for the school safety self-inspection program and reviews 
'and follows up routinely-submitted safety rejSorts and check lists submitted by the individ- 
ual schools. I 

Keeps abreast of the research JiT-safety ^d the latest safety education materials ar^d litera- 



ture 



9. Assists in obtaining appropriate safety Uterature, reports, and other materials for teachers, 
supportihg services personnel, and others, as appropriate. . , 

10. Works with Montgomery County and other police officials and the county traffic engineer 
. concerning traffic safety on and near school grbunds. " 



11. Coordinates the county-wide school safety program with school and bus sa^ty patrols and 

' the Wo|k of the school crossing guards. ' < 

12. Skives as a cmisul^t and liaison staff member of the Montgomery County Teenage Safety 

CMncil and assists this county ^ouncil-sponsored organization in alll wa , / . 

* 13. Works with local, state, and national civil defense authorities and witl\ tiie superintendent T)f 

schools and school principals to assure the continuous understanding 2urid;implejnentation of Jf 
Current official civil defense and disaster preparedness policies and procedurfes. - - 

* 14. Works with, advises, constdts^, and utilizes, as appropriate, the superintendent's -safety^f *; ;* : 

• advisory committee as a major planning and coordinating instrument.. * 

• E. Public Informatton, and Public Relations . ' ' . 

■ ' • ' . ' > \ , ■ 

1. Working through the Department of Information, he serves 'as the chief school safety pro- 
gram interpreter to the public. ^' . " 

■ . ■ ' * 

2. Represents MCPS annually or periodicdly, as appropriate, a^ major safety conferences: • 

a) The Governor's Annual Safety Conference. ' ' 

' ^ ' • \ • ' y • ^ . \ . 

, A b) The National Safety Congress. . 

1-4 THE PRINCIPAL 

The principal is responsible for the development of a total school safety program. He must be aware of 
potential and existing hazards wdtihin tjie school and on ^school grounds. He must interpret county 
. rules and regulations as they relate to pupil and employee safety- ^ 

0 

He helps to assure the safety of pupils in a positive way when,he: ' . , . ' 

^A. Adopts procedures for school personnel to report dangerous practices and unsafe conditions as ' 
they become known. 

B. Requires all school accidents to be promptly reported. - , . 

. C. Institutes a program of* regiilar inspection of buildings, grounds,^ facilities, and. equipment to 

uncoyer hazards and dangerous conditions. - ' ^ 

D. Institutes a complete system of accident reporting and analysis. 

E. Takes steps promptly to eliminate, repair, or correct defects and de'ttrri oration, to remove 
obstruction, and to clean school grounds. 

F. Trains personnel to be safety conscious. 
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; ♦ C- Hjijds regular iricctin^ the proJessibnalstafi^M^ • 
:.: ai\d evaluate school accidents and to consider ways to avoid thefr i«cuiqreri(:|. - . I 







/ ' P^^^P9K*i^^^ for pupil traffic in corridbi?,^^ 

^diool DFemises. • - • v = * ■ '\ ' ' • •' ' # 

.. .: ■ . . • - • - ' ^ . ; ■ \ . 

. • I. sProvides ^adequate ^supervision for field trips other educational activities aWay from :the i ' ' * 

■ .'School.-'" ' ' '■■ • ' ^ 

• ' Provides adequate ^pervisioff in play ireas and other areas in.the schaol wherelarge numbers ofi r' 

• J pupils congfcrgate durin|[ School hour^, - , ^|^ / ' \. , * V ^ 

IS/ TEACHER RESPQNSIBHJTY / ' . !^ J 

Jeach^i^ave' the responsibility for safety education and accident prevention. Safety education may 
*^::™l^Pi^^^^^ by the classroom teacher in marty ways. This instruction should reflect the needs o^^ 

. Safety education as indicated^y locatjchool and community conditions. The school's experience with . 

^ accidents, and injuries wUl suggest spetific instructional needs. Teachere should familiafiz^e^emselv^ 
Wth MCPS 'Policies dnd, Procedures, with the- MCPS Safety Manual, sjxd Who IsS^ile for Pupil 
Injuries, NEA, F^ebruary, 1963. . V . * ' T ' i ' ' * * - 

•'■*.•■■•■ '* • -■ ■ - .-■ _ ^ V ■ . . ■ 

^ Becau^ of teachers ^ close >elati on to pupils and their activities, they are most often named as * - 
\ ^dfefend^^^^ injury, acciderrts alleging negligence. Taking all reasonable precautions' against' 

/ injury is a teacher's professional resppnsibility. _ ^ ^ . - J . 

1-6 FIELD SUPERVISOR ^ • 

- The^ field supeiyisojr is ia a ke^ position in the organizational-structure to carry, put safety policy «nd 
,.to prcyent acddents and injuries to workers. The-F^^ . 

11- A. What the safety policy is aiid what it ^pecifies^relartin^ • V - ; 

*" > . * 

• B.v What his total resppnsibilities are and how he is^ expected, to integrate s^ety with personnel/ 
• which areas, operations, m^^chines, personnel he directsj and what is.tb beMone about mainte- ' 
nance and-repairs, working conditions,, provisions of guar^^ 

' . C. What he is;to do .about determining qualj/ications.of workers in hi$ area, ^d what disciplinary. . ^ 
... action is permitted under \yhat circumstances. >' . ' ' ^ . ' ^ ' 

D. Who is to instnict and train workers in 3ifety, first aid, and'fire prevention' 

Ej, -What the safe work methods are>for each job; and where pertinent information i^ ' . 

. F. What saf^y devices and personal protective equipment;are to be used t^n ^ach job, and pdfl|^. ' 
dures Cor making them avaitable. • * ^ s^^^" 
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Q. What <?o'minitmen't^ can be made to correct unsafe conditions, and^the cost limit below which he 
docs not need additional authority. 



do in case of accidents in the areas of first aid ^nd in calling a doctor, an ambulance, and 
ital. . 



tat reports afe required: Iijspection, A l^pit Investigation, and Corrective Action Taken. . 
1-7 POLICE SCHOOL SAFETY COORDINATORS (Definition) 

The. officers assigned as School Safety Coordinators supervise the crossing guards and school safety 
patrols 'with the cooperation of the school principals and teachers assigned to work with school 
patrols, . • ^ ^ 

1-8 IHDLICE SCHOOL SAFETY COORDINAT6rS (Job Description) ^ 

A, ' Establish go©d public relations and liaison between the schools, community, ayid police depart-' 
- mcnt. * . 

B, Meet regularly vvith patrols in all public, private, and parochial schools on a bi-monthly basis in 
an effort to advise and assist with problems beyond the authority and control of school officials, 
teachers, and patrols. 

C, Confer with school principalsVcgarding traffic safety. 

D, Conduct safety assemblies in the schools for children of all ages. 

K. Participate in special award assemblies ht)!ioriiig s.afcty patrol mem be is. 

F. Survey street crossings for the need of traffie signs, crosswalks, and crossing guards. Reports of 
these surveys are to he submitted to the appropriate office for siihsccjuent action'. 

G. Recruit, evaluate, train, direct, ancf supei'v ise crossing guards in assigned areas. 

. . « ... 

H. S<*'rv<.*, as a litu' ol comnuuiication to schools. 

o ' » 

L Work vvith ( oinniunity agen( ics such as the American Auloniohilc Asso( i.ilion. 
[. Initiate aiul participate in safety award programs otlur than patrol programs. 
K. Particip»it<' in the-summer patrol olliccrs training (amp. <• 
\„ Cionduct aiul supervise bicycle salct\ programs. 

M. Work closely with the salet\' direetor of ihe Montgomery (ionnt\ Public Sc hools. 

19 s(:n()()L SAFKi Y (:()Ni\irrnj: 



l\ach principal shall l>c i ('sponsible lor .ip|>ointing a safety etxi^iiinittce in his s<hoo!. The piimai 
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purpose of this committee is to review periodically the accidents occurring in the school by use of 
accident report forms and to report findings and recommendations, to the school faculty. The principal 
may also assign additional responsibilities to this committee as he deems appropriate, particularly as it 
might function in safety education, ^ 

Spedfi^y, each secondary school principal shall appoint a safety committee of five or more persons, 
^^^ippHpl'^ custodian, the school nursej^ one of the physical education department chairmen, and at 
Ieas^lv^.TTther members. Other suitable committee members might include the cafeteria manager, one 
of i: tiool administrators, industrial arts teachers, teachers of other subjects, counselors, and other 
professional personnel. It would alsqlbe appropriate to have one or more members of the student 
council serve on this committee. T^he safety committee in each secondary school shall meet ?ii least 
three times per (near the end of November, February, and May) to review the accident reports 
which have ac^kiMed over the previous three-month period. If the larger schools find it necessary 
to meet more often,>'they should do so. The chairman of this committee shall report to the faculty on 
the analysis made py the committee after each meeting and send a summary report (one page or less) 
with recommendations,* if any, to the director of safety for any additional action required by the 
central office. " , 

On the average, elementary schools report a lesser number of accidents than do. the secondary schools. 
Consequently, the above procedures shall be followed except that the committee on the elementary 
level shall not be required to meet more than oner per year, possibly at the end of May. 

This regulation does not chmige the current procedures for reporting accidents to the Division of 
Insurance and Federal Aid. ' 

' ■ I • 

Kach school principal shidl submit the names of school safety committee members by September 30 to 
the safety direetoi . 

MO iMONr(;oMi:RY coun i y tkkn-agi: safki y c:oun(:il 

A. Fosters and encourages a sense of individual ;uui group res|)onsi!)ility on streets and highways. 

B. Publicizes safety [problems iun\ seeks their solution. ' . 

C. J^eveiops a respei t for teen-agers as ies[)onsible ( iti/enj^ of their eomimniity. 

Meml)ershi[) in the Teen-Age Safety Council is open to every [)uhlie, paro( hial, and private s( hool 
located in MonigonuTy Ciomity. It n\dc{s at least onee per month, * ' 

Ml NA nONAF SCHOOL J>AFKTY HONOR ROLL PROCiRAM 

I'be '^ ^^"^^^ '^^<l^ <;n;^;^ ^^^'^'^ ''^M^^^'^ant pmposes. j'irsl. it dramati/es" au annual dale on \vhi( h the 
sehocH fooks at^rnr^iTTTr cdiu alion [HOgram as a whole and does some self evahiaiion; second, it 
provides gmdeiines for gradual improvement of (he sc'hool's [)rogram; and third, it Cmphasi/es the 
point that the safely of boys and girls and their e(iu( Alion for safe living is nol the iYs[)onsibilit y of tlu' 
school alone but is (h'pendeni upon ihe smooth working togeiher loward a (oinmou goal of S( hool, 
home. < ()mmunity. ami the !)ovs and girls themselves. 1 1 furnishes an annual opporlunitv for ihe 
sc hool to renund lommunilv groups of their responsihilii ies. I he program is based on sland.uds; it is . 
not a contest. 

IV 



1.12- EMPLOYEE SUGGESTION PROGRAM 

For those suggestions which reduce hazards or otherwise improve safety, awards ranging between a 
minimum of $10.00 and a maximum of, $50.00 may be granted. (See MCPS Regulation 470-1,) 

143 SUPERINTENDENT'S ADVISORY COMMITTEE ON SAFETY 

This standing advisory committee is responsible for gathering information, developing idpas, and 
making recommendations to the Council on Instruction. It provides an independent, critical, and 
objective view of existing policies and programs and is free to consider items within this specific area 
of responsibility. 

1-14 SERIOUS ACCIDENTS 

When an emergency occurs, in a school or office (fire, accident, assault, etc), the principal or director 
should inform the superintendent by telej^one immediately (see MCPS Regulation 525-3)" The super- 
intendent shall notify the director of the Department of Information who will work with the deputy 
.superintendent and the principal or director in coordinating the release of information to the news 
media and the public. In such cases, no staff member except the superintendent, deputy superin- 
tendent, principal, or director of the Qepartment of Information should give information to news 
media representatives. Strict adherence to this procedure will facilitate accurate and authoritative 
reporting of details to news media. 

1-15 RELEASING INFORMATION . 

A. Information on pupil records and other information shiill n()t »c released routinely (sec MCPS 
Reguhktion 545-1). Release of information will be 'at the discictio^i of the principal who shall 
determine what is best for the child. * 

B. Information such as requests for attendance information, date of birth, address, and telephone] 
number 'may be Veleased after the principal decides on the propriety of the request. This informa- 
tion may also l)e released over, the telephone after proper identification is made. A sugircsted' 
procedure to be used for telephone requests is to ciill the person back. If there is any doubt thfU 
the person niakinii; Ithe telephone request is the proper perSi)n. the information should not !)e 
released. 



1-16 CO-OPERATINCJWITHOTHKRCOMMUNn Y AGKNCJF^ 

The operation of MCPS and the c6ncern for the best proi^ram lor the < 1/ I require I' cooperatif 

with the various public aiijencies of the e.tnnity. The Monti^oniery ( I'ublic S i .s^ t!ie lleali 

Department, the Department of Public Welfare, ancl Juvenile Con )uvrnii I Uureau, ai^ 

Family Serx iees have a (To"se vvork i ni^Telat i ( >iisliTp~;iiT(ra Tealii~ii |)proa^ i velopiiu; ' most luTph 

program for each child. Information will he shared anionic' these ai^e s it (ontrifuaes to develop 
ment of approprkite proi^ranis for eliildren, (See MCPS Reituhititni 27(' ^ 
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117 CARE OF SCHOOL PROPERTY 
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•The pupU is responsible for the loss of or damage to school property, be it a book, school equipment,- 
defacing a building, or some other destructive act. Reparation may be made by cash payment, replace- 
ment or repair in a satisfactory way by the pupil, or, in case of indigence, paying a penalty fixed by 
the school." (See MCPS Regijl^tion ^40-3.) . 4 . ^ 
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CHAPTER II 
fRAFFIC 



2-1 TRAFFIC CONTROLS IN SGrtOOL AREAS (MCPS Regulation 215-1) ; ' 

A. Crosswalks, ^School Patrol Guards, and School Crossing Guards " . > 

The locatiort of crosswalks, sthool patrol, guards; and school crossing rguatds are under the 
jurisdiction of the Montgomery County Police Department. If there, is ^ questign concerning 
safety 'of pupils, th^ principal of the school sh6uld co'ntact riie appropria,te field supervisor^ who 
will work with the director of t;hc Division of Transportation and the Montgomery County, pqlic j 
school coordinator to determihe whether a hazard'exists and to .take necessary ic:ion where , 
warranted. ! 

B. ^ Traffic Control and Traffic Signs ^d Devices on School Property -Prfor to School Opc^ ng ^ 

The traffic control pattern f^i" a^liew ;5chool is established by the director of the Division of Site. 
Acquisition in consultation with tl^e director of the Division of Transportation prior to com- • 
pletion of c6nstruction plarxs.'Planj must be approved by the Montgomery^ County Bureau of 
Traffic Engineering after submission by the Division of Site Acquisition. The proper signs arc 
posted prior to school openings. 

C. Traffic Control and Traffic Signs and Devices at Kstablished. Sc hools or ( i Public Roaci> 

Questions or problems concerning tniffic control and traffic control sit^Tis and devices at cslah 
lished schools or on public roads in the vicinity of the schc:>{)l shouul be forwarded by the 
principal to the director of the Division of Transportation. The request hou^d list the following 
items: 

«■ 

1. Location - a simple skcic which the* problem is illustrated graphically shciuld be pre- 
pared . t 

2. Explanation of the conditions considered dangerc:)us» including as much detail as (lossiblc 

3. Recommended action considered appropriate to correct the situation 

Upon receipt of the request, the director of the Division of Tninsportaiion will make arrani;e- 
m^ ntS for ^ meeting with the prinripal, the Mnntpomory rruinfy pnlire ^t \riuA r (u^rrlin^itor nnri ;i 
representative of the Montgome-^. County Bureau of Traffic Engineering to determine if a hazard 
exists c)r if improvements' or i Manges should be made. M action is considcKd advisable, the 
Bureau of Traffic Engineering will initiate necessary action (^i coordinate work with the* Mai-yland 
State Roads Commission ro have necessar\ signs or devices rected. I'lie direc i- r ol th Division 
of Triuisportation will wrne a confirming memorandum ol '\\v action to he tak -n to ' u* Bilieau 
of Traffic Engineering and he principal of the school. 
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' .' 2:2 COORDINATION OF SCHOOL CROSSING PROGRAM / . " 

. The Montgomery County School Police Coordinator in cooperation with.MCPS shall be responsible 
for maintaining a school 'crossing program, ' . ^ / • ' h 

A list of all school crosswalks submitted by each school area coordinator to the school coordinator 
„ " shairbe compiled ari^ maintained by the Bureau of Traffic Enginefrring, • * , ' 

2-3 SCHOOL ROUTE PLAN 

• . A school route plan shall be de\^-|oj. «fc ach 5€t.ool ai:ea for: the purpose ot pr iding maximum 
protection at a minimum of cost. This school route plan shall consist of selected routes designated to 
minimize' the p<)tential risks for children when going to and from schqoL The routes selected shall 
minimize the crossing 6f througli streets. 

The children shall be instructeu to take advantage of the existing sidewalks, adequat shoulders, and 
existing traffic controls. A continuous educational program in the schools shall conducted to 
infonri the children of the existing schooL route plan. The school route plan shall b(^ laid out by the 
individual school and the coMrdinutpr and reviewed by the Bureau of Traffx Engineering. It is 
important that "parents be ii )r ned knd persuaded to cooperate in getting cnildren to use these 
selected school routes. 

2-4 PAVEMENT MARKINGS ^ 

School crosswalk pavement m. kings shall be used tor school crossing protection. I he injdicate to the 
motorist locations where^ hea\ \ j^edesFrian movement can be anticipated. Jhese ;)uv('ment markings 
shall, conform, to the Bureau f i Tjraffic Engineering Stiindards. 'The shall not he i-ss than 5 inches in 
width and shall he white on iil types of pavement snrtaces.. 

• In <j[enenU, school crosswalk oavement markings nIkiII be limiteci locations adi :ent to the sc hool 
grounds or to the -^lock in vhirh the school is >t ated or aio?, a heavily traveled school route, 
provided these sc ho^ )utes )ss through street 

2-5 SIGNS 

School crossing pi t>tr non sii shall conform t> ihc Manual on I }}n rm Traffic C^^ntro Devices. 
2-6 SPEED LIMI I S 

he regulation of xtd ad|acenf <> schools or at school crossings snidi be disconraged .niess there : 

o * und tri hr . i drfi i, nred to pout cpood limittuiona. Requests fn r i[^eLd /nnint^ ^hall ' i iLfLiiiil in 

ibe Bureau of Tratt Engineering for appropriate engineering and traffic investigation. 

2 ^ STOP SIGNS 

S yi signs shall not oe used for the sole purpose of creating gaps in traffic at school crojjs igs. 

F tabje stop signs at school crossings are nonstandard and shall not be used since the hk r^- .s. <(, 
t-ui/ard at school crossings, riiey build up a false fee niig of sccurit nul the hav \ lendt iu - ( au>r 
i:; regard for permanent stop signs. 
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1- 8 SCHOOL CROSS*lkG PROTEOTION SIGNS ^ 

' The "School" sign shall be erected only where the building or grouiids are adjacent 
30 x Sd in. to' the roadway. It shall be plared approximately 300 feet in advance of the prop- 
erty. 

^ ^l^^l^^i^^^l Stap*^)?" sign' is dci>igne^^or ptunancn^^iiSuing tod sMD be placed 
30 X 30 in. ^ in iTfvance o^^mose intersectionswr crossvyalks where groups of children cross'the 
' highway en route to and from^a school not adjacent to the highway. Thi- shall be 
placed approximately 25 feet-from the crosswalk, ^ , 

The Bureau of Traffic Engineering, working with the Board of Education and the Pohcc Jepartment, 
will install all necessary one-way, no-parking, stop, and other control signs for all Montgomery County 
Public Schools, 

The Bureau of Traffic Engineering attempts to paint all crosswalks ir late August.and c::' September 
befbre schools open for the fall term. Any additions to the. establisned Hst; of school crossings during 
the school year will be painted immediately following notification to the Bureau of 1 _ ic Engineer- 
ing or as weather permits, ^ ' 

2- 9 NECESSARY INFORMATION, (Crosswalks) 

In order to insure d complete coverage of all the crosswalks necessary o handle the ma or movements 
of children to and from school, it is necessary for the Board of Education and Police [)cpartment to 
assist in compiling the followingjnformation: 

A. A list of the crosswalks deemed necessary f(>r paint work, by intersection description such as 

Cedar Lane and Summit Avenue, 

t* » ■ _ " 

B, The location and number of crosswalks at these intersection^ v^ith a simple sketch ot the individ- 
'ual crosswalks, (Show north on every sketch for clariiy.) 

One important point to remember in compiling ihis list is tha: the major movt nents of children 
should be considered first since this educational v iiue in using cioi>swiilks [Mopcri\ vill be best served 
in this way. 

Another factor to consider in the selection of crossings is to direct the movements )f cliiklrou rather 
than to locate the crossings which favor "short-cuts*' now existing, subsequent creating unsafe- 
crosswalk conditions. The Bureau of Traffic Engineering recommends that mid-bloc \ crossings should 
be kept to a minimum. Information concerning all new schools that will be opcnc and any changes 
shall be si\Jbmitted to the Bureau '^fralTic Kngincering before August 1. " 

2 10 CROSSING GUARDS 

Adult guards should aid In die selection of adequate l;ap^ for pod -tiians in addition t itrolling tfi 
children. Instrviction . ssii^unent, iind supervision of (.lool rros ing guards should I nrorcenici! 
agency re.^ponsibilit\ 

20 * 
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JVny request from a FTA or principal for a crossihg^iard at a location other thin at crosswalks will be 
made to the Division of I cansportation at the Liig^M Center section of the Montgomerv County 
Public Schdols. (See MBIiRegulatioiyl^l.) ^ # ' 

TRAFFIC REGUl^A^IONS FOR SCHOOL AREAS 

A. Speied Limits in School Areas ' 

Speed hmts inT«school areas are'set by the State Roads /Commission or the local government, 
m dependii?* on who has jurisdiction over the road involved. If the people in a local community 
1: wish to :iave the speedjirhit changed in a school area, they should work with the school principal' 
in cooperation with proper school authorities to request the SVate Roads Commission or the local 
authorititrs to take action as requiredTjy state statute. Engineering and traffic investigation are 
required prior to any change in .existing speed regulations . ^ . . 

B. Operation of Go-Karts, Mini-Bikes, and Other Noni cnsed Motor Driven Vehicles On MCPS 
Property 

The operation of unregistered vehicles such as go-karts and mini-bikes on public s'^treets and 
privately-owned parking lots used by the pubfk is a violation of Section 22, Article 66'/2 of the 
Maryland Motor Vehicle Regulations, school driveways are considered public thoroughfares. The 
operation of ndnlicensed motor vehicles of all descriptions on school property presents a serious 
safety hazard to pupils and employees. The maintenance of athletic fidds, general play areas, 
tracks, and other school grounds is a continuing concern. Therefore, the use of go-karts, mini- 
bikes, and other nonlicensed or unauthorized motor driven vehicles on Montgomery County 
public school property is prohibited. ' 

2 '2 .SCHOOL SAFETY PATROLS • 
A Purpos* 

The function of the patrol is to facilitate pupil tnilfic on sidewalks iind at street crossings. P.lrols 
should not be dharged with the responsibility of directing vehicular tcaffic. Patrols must ii .t l)e 
termed "police" nor recognized as such. The school safety patrol plays a big part In dcvcl ping 
leadership, cooperation, and safety habits, and positive ;fttitudes. Carclul .selection of s ru.ol 
patrols and teacher sponsors is of paramount importance. 

* » 

B. Supervision 

Instnicti.Mi and su,h i-v tsio- of natrol^ r scntial lo an ej fie nt Operation. Best results arc 
ubl.ui.Ml ivliLiC [U H.^ nr-are .ndci ne immediate supervision and instruction of the scho",l 
pnru ii-ai .-nu .p<r rinu i uher in cooperation vvith'thc school |)olicc coordinator assigned . 
tti sc'iool. » 



Insignia 



The standard insigni or patrols is the orange Sam Brown or white hrl; of tyVo-inch-widf^ uiateria 
and a oadge designa ng rank of patrol member, ifniformity throughout the county is importaui 
Ih-lts and badges sh. id he .i'orn al all limes when fxitrolx are on dul^ 
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C. . Insignia 



The standard insignia for patrols is the orange Sam Eyrcrwn or white belt of two-inch-wide material 
and a badge designating rank of patrol member. Uniformity tljroughout the coUnty is important. 
Belts and badges should be worn at all times ^when patrols are on duty,^ 

D. Flags 

Upon occasion, safety patrols ar</requested to use flags In especially 'dangerous areas. These mk* 
be used at the request of the.patrol coordinator and discretion 6f the school principal. 

E. Duty Hours \ / ' ' ' , 

Duty hours should be determined by the needs of the particular school and based upon sound 
principles of acciden|^revention. Patrols' schedules should be arranged so that students do noi 
miss large blocks of school work. Patrol members should report to duty 30 minutes before tbe 
opening of school in the morning and at noon and should remain on duty until the last bell. At 
noon or afternoon dismissal, patrols should leave for their post of duty two or three minute*^ 
betore the bell. They should remain on duty until all students who are^hot stragglers have passed 
this point, -Each situation should be studied and evaluated by the patrol sponsor, 

F. Operational Procedures , - 

1, Patrols should stand back on the curb, not on the street, and hold back the students until 
safe passage is possible, 

2, Patrols shall direct and control the passage of children on sidewalks, at street crossings, and 
> at street intersections, 

c 

3, When patrols work on corners where there arc traffic guards, police officers, or traffi( 
signals, they shall always obey the direction of the adult or the traffic signal, 

4, In situations where a patrol's view is obstructed by parked cars or other obstructions, th( 
patrol should go no farther than the outer edge of the obstructic^n, jChildren should remain 
on the curb until ilir ■( im\ « thq signal to cross. Patrols should then return to the c urb, 

Api lUs 

Patrols Niioidd he scli\ icd on the basis of leadership, satisfactory scholarship, appearance, anc 
reliabilit\ . Patrols should be selected from the upper giades. Patrol service shoi^dd be voluntar\ 

opt M tn ^ill wri^o qu;dirv VVriffrn nnprov^d ihr ptirr>n« /^r ^^n irrtim ^\^^^U corMir.v< ^^^^^ 

deviati( s shall he approved hv the school princi[)al in coo|)cratioii with the polire c<)(>rdinat(M 
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The patrol trainee shall operate under the direction of^the assigned teacher sponsor for May and 
June. In September of the next school year, the newly trained group will assume r£gular posts as 
a Safety Patrol. ' 



J. Pledge 



PATiygL MEMBER'S PLEDGE 

I promise to do my best to: - » ^ 

Report for duty on time. • ' " ' 

Perform my duties faithfully. 

Strive to prevent accidents, always setting a good example myself. * 
Obey my teachers and officers of the patrol. 
Report dangerous practices of students. 
Strive to earn the respect of fellow students. 

Application for Membership 

SCHOOL SAFETY PATROL 
APPLICATION FOR MEMBERSHIP 

I hereby apply for membership in the Patrol 

(name of school) 

If accepted, I will obey the pledge below and other rules and regulations of the patrol? 

Report for duty on time. ^ 
Perform my duties faithfully. . 
Strive to prevent accidents, always setting a good example myself. 
Obey my teachers and officers of the patrol. 
Report dangerous practices of students. 
Strive to earn the respect of fellow students. 

To the above I hereby sign rhy name. 



(First Middle Last) 



Date 



^(Address) 



APPROVAI OF PARFNTOP r.lTAPniAM 



Having read the above pledge and explanation of ihc aims and duties of ihc Patrol oullincd 

on this card, I hereby give my consent lo have my son/daughter [ serve as a 

member of the School Safety Patrol of the above named\:h()()l, if accepted for this service. 

Parent/Guardian ' 
Principal/Supervisor 
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TO PARENTS: ^ _ V 

•.V ■ 

Your child Has expressed a desire to serve on the School Safety Patrol. Patrol is voluRt^f ^ open 
to all who are interested, and means a sacrifice of a few minutes each day in order to fulfil the 
duties as a member. Members are selected for their courtesy, dependability, interest in their job, 
physical fitness, attitude toward others, and scholastic standing. 



The primary aims of the patrol ^re: ' ; 

• • , _ . , , 

* ■ • ■ . * 

, To help protect children from automobile accidents while they are on their way to arid from 

school. 

To help children develop sound habits in the use of sidewalks and streets. 

To foster qualities of leadership and good citizenship in patrol members. 

Awards and demerits arc given in the performance of patrol duties. Parents are informed that 
such disciplinary action as temporary suspensix)n fs invoked for repeated disciplinary actio^l^or 
repeated demerits, or for failure in school work. This rs sometimes necessary for character 
development of the child. If such action is taken, full cooperation on your part will Jielp.* 

* School Safety Patrol membership is an honored position. Millions of boys and girls have served 
*sincc the program started in 1922. Children 5 to 14 years of age have established one of the best 
overall traffic safety records of all age groups during this time. Patrols have played an irhportant 
part in this important program. 

With your endorsement, your child will shoulder responsibilities which will help to strengthen his 
charac^ter. It will also provide the opportunity to render service to his fellow students and to 
cicvclop a better understanding of pedestrian and vehicular traffic hazards. 

L. Meetings 

The length and frequency of meetings may vaiy in each school. However, some minimum stanct^ 
ards must be established. Most meetings should last approximately 20 minutes or more. 

1. r.lcmentary schools meet bi-monthly, during school hours. 

2. Junior and senior higl^ schools meet once per month, during school hours. 

3. Meetings should he conducted by the captaiti of patrols under the supervision of the sponsor 

M. Vi(^lation of Rules ' ' ' ■) 

If a student persists in violating rules, the patrol should refer the uuittcr to the tc*achcr spoi^+ior 
' appropriate supervisor. Patrols shall not use for( e to accomplish desired goals. 

r 
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More detailed mformation may be attained by referrihg to Policies and Practices for School 
' Safety Patrais and How tb Organize and Supervise a School Safety Pat^,ol, American Automobile 
Association, 1712 0 Street, N. W., Washingto/i, D. C. 20006. ' ^ <^ , 

N. , School Crossi||||tjruards — Adults. 

Adult school crossing guards play an extremely important role in the school traffic safety pro- 
gram in Montgomery Cqunty by providing safe crossing to and from school for thousands .of 
school children^ each day throughout • the school year. The outstanding schooj^ traffic record 
enjoyed by the residents of Montgomery County i^ due in large measure to the excellent and 
dedicated service rcjndered by the school crossing guards. . 

O, Sun^ision o 

■ ^ ... i : 

The Police School Safety Coordinator directs and supervises the crossing guards in their assigned 
areas and is available throughout the school year to advise and assist in every possibje way. 

Pj Specific Duties and Responsibilities 

Specific duties and responsibilities shall include the directing of school children* and other pedes- 
trians to cross the street at the school crossing guard's signal, controlling vehicular traffic as 
necessary and consistent with the safety of all concerned to assure safe crossing for such pedes- 
trians, reporting motorists who fall to comply with provisions of laws governing the movement of 
vehicular traffic. ' 

Q: Primary Duties and Responsibilities " ' 

The primary duty of school crossing guards is to supervise the safe crossing of school children and 
other pedestrians in designated crossing areas. This is achieved by: 

1. Directing school, children and other pedestrians to crcjss the street without unreasonable 
delay when crossing is safe. 

2. Controlling vehiculiir trijTfic as necessary imd consistent with the safety of all concerne<l to 
assure a safe crossin)i^fc^F;|)e(lestrians. 

3. Deterring pedestrians, as necessary, from committing unlawful or unsafe acts at their cross- 
ing*;^ , * 

4. Informing motorists, through appropriate hand signals, that school children arc about to use 



the eroaaing unc i ha v e the rifiht-ufnva^ . 



5. Reporting motorists who fail to comply with provisions of the law governing the movements 
of vehicular traffic in relation to pedestrian traffic while in school traffic /one s. 

(). Reporting to school safety coordinators and/or principals of schools any chikhen who^uv 
careless or who fail to obey directions." 
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R. Working with School Safety Patrols . ^ 

■ " ". . , 

s - School safety patrols assigned to work with crossing guards shall not work on the street. Tktir 
main mission is to ^he^ maintain attention.and order of the* group preparing to cross, and to help 
chepjt stragglers or l/te comers when it is time to stop pedestrian movement for. vehicular traffic 
, to resume. The ^cKoqfl safety patror shall never, under any circumstances, direct traffic or assist in 
' " jdirecting traffic. 

' Fdt complete and detail^ information relating to crossing-guards,^ refer to Afanua/ /or ScAoo/ 
V Crossing Guards which may be obtained through the school fiplice coordinator. ' ; 

In case 'of earl,y dismissals or holidays, it is the responsibility' of the school to notify the) 
respective crossing guards as soon as possible. If known far bhough in advance, advise the cr6ssing 
• guard of scfiool changes in wfftntg^ 

. 2-13 SCHOOL BUS TRANSPORTATION (See MCPS Regulation 215-1.) " 

V . ' — """" 

A; Factors for Ektermining Safe Walking Condition^ (Board Resolution 201 -70, March 10, 1970) 

"Resolved, That the factors below shall be considered in determining the need for pupil transpor- 
^ tation services^ . ' . ^ ^ 

1. Elementary pupils crossing a tnultilane highway as listed on the official Mairyland Highway 
Map without the assistance of an adult crossing guard. . _ - ' 

2. Building and other construction activities which create potentially dangerous situations on 
an established waking route, and where other. walking routes are not available. 

3. Absence of a sidewalk, or in some cases absence of a buffer strip or guard rail between 
sidewalk and road, along a majot* Highway or heavily traveled street in a residential area. 

4. Special education chiMren who^ because of physical or mental handicaps, are not able to 
perform the walking assignments expected of children enrolled in regular school classes^ 

5. Transportation may be provided for distances les^ than that authorized by Board policy if a 
condition is considered hazardous,' but the condrtion must be reviewed on an annual basis 
and corrected as soon as' possible, 




and be it further 

• • ■ 

"Resolved, That the follT)wing kind of standiu-ds'be considered in making decisions relative to the 



lac tors listed above: 



1. The school and the home must work together to provide the necessary instruction to insure 
safe walking habits. Although parents teach their cij^ildren safe practices from the day they' 
first start walking, schools are expected to suppleinent.safe walking instructions while en 
route to and from school. ^ ' - ^ 
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The absence^ buffer strips between a sidewalk and the traveled portion the roadway, 
telcphone^les or signs on the sidewalk shall be considered, recognizing that they do not 
automatically constitute a safety hazard. ' 

sportetion stiff, in cooperation with the poBce' safety coordinator, diall work 
.jJ^***''^ ^ *" every instanci^ involving school children the need for safe 

waPct^^^ is made clear to the responsible County and State agencies, and, in particular, that 
walkways arc built in areas of heavy traffic, and in. all cases withybuffe^ strips or guard rails. 

5. . Snow accurnulation on sidewalks during inieletnent weather is ^ot considered sufficient 
cause for providing transportation. Parent help is needed on tfiSe few days when «// walking 
» aire subjected to the same conditions. When snow causes conditions which are gener- 

ally considered unsafe, school may be canceled or the starting timie delayed one and one-half 
hows ui^til' heavy traffic has subsided. 

: 6. ChUdren are expected to- walk safely without sidewalks in many areas such as residential 
subdivisions, side streets, and to bus stops along roads whefe traffic is not heavy, where 
space is available at the side of the road, or where the road is of sufficient width to allow 
' ^^'^l"? off main road. Buses arc not an alternative to the kbsence of sidewalks in a 
subdivision. Communities- desirous of obtaining sidewalks should initiate their requests with 
the appropriate governmental agencies. • 

Crossing ^ards are employed to assist children in crossing intersections because it is more 
^ economical to utilize crossing guards than to provide bus transportation. 



8. Secondary students are expected to be able'to cross all controlled intersections safely. 

9. Elementary school children ale .usually expected to be able to cross controlled intersections 
safely except on major hi^ways. It is recognized that in some instances this may not apply 
to five- and six-year-olds. 

10. ChUdren are expected to be able to walk to centralized pickup points to await the arrival of 
school buses. While waiting, children should observe safe practices and stand .well off the 
traveled portion of the road. 

1 1. Children are encouraged not to walk across private property en route to or from school. 

12. Children are expected to walk across property where paths or footbridges are constructed' 
and maintained by a public agency such as the Maryland-National Capital Park and Planning 
"Commission, the Department of Public Works, or the Montgomery County Public Schools." 

procedures to Implement Policy for Pupil Transportation ' k 

The director of the Division of Transportation is responsible fof . school bus transportation and 
works with police officials who are charged with pupil peddstrian safety as related to school 
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patrols and crossing guards. In matters dealing with the transportation and safety of pupils, : 
area aissistant superintendent, principal, and director of transportatiG|n shall share the responsi^ 
bility.for makijig decisions relative to the efficiency of bp^iiratipn ahdsilfety of pupils. , 

■i ' ■ ^ , , • , , . ■ ■ , • ' . _ • * . 

1. Attendance Areas ^ ./ 

Pupils shall not be transported to schools outiside the public school attendance taei as 
established by the Division of Pla^ltning, except for special education and vocational/ 
technical p^lacements. . , 

2. Regulations f pr Operation and Care of Buses ^ 

^ The following regulations govern the operation and care of school buses in Montgomery 
Cpunty, Maryland. Violations of the regulations .will subject the operators to disciplinary 
action. - ^^ 

a) Montgomery'Cdhnty school buses shall not cross a main line railroad grade crossing. 

' -.n ■ 

b) ^ Alcoholic beverages shall not be consumed at any time that may affect the driver's 

ability to operate the bus. There shall be no alcoholic beverages allowed on the bus at 
any time. 

c) There shall be no unauthorized passengers on the bus. 

d) There shall be no personal use of the bus. 3^ : . 

e) At all times when there are children on the bus, the operator must be in his seat, in a 
position to guard against drifting or loading accidients. 

f) Operating a safe vehicle is one of the most important duties of the operator. If die bus 
is in an unsafe condition, it should not be moved, and the field supervisor should be 
notified immediately. 

g) A bus shall not pass another bus that is loading or unloading. 

h) The speed limit for all in-service buses on County roads is 35 miles per hour, or less if 
. ' in a lower-posied area. The speed limit shall be' 45 miles per hour on high-speed 

highways. < ^ 

i) Any bus involved in an accident or collision shall not be moved until the Department 
of Police is notified and the investigating officer releases the bus. Any operator in- 
volved in thijee (3) chargeable accidents in one school year is subject to dismissal*. Any 

Ij^ backing accident is a chargeable accident. All accidents should be reported to 4he 
Division of Transportation as ^soon as, possible. 7 

j) A bus shall not be gassed while students are on the bus. 

k) The use of tobacco in any form is not allowecl in the presence of students. 
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Q • The proper procedure for crossing sputline railroad tracks tfM^pied l)eI(Mi^ quoted y * 

>i." \.fi«m this regulatipiis of the Maryland D ' ^ / 

'^^^"^^ pf ainy school bus, before crossiit^ at fpad^jHiy nci^^qr M 



V*^ anvcT o; any ^cnooi Dus, betore crossifll^ at fpad^jHiy mcK <xc f^mK «F a 
f1^1?6ad, sHall com^ to -a full stojs within fifty (50) few buma* 4|d)an t*#|| feet 
Irom the nearest rail of such railroad, and while so stpp|^Aa(iIii|ii and lb«Uin both 



■ ■cBn---do,» safely. ■ • . -^^j^F , , - ■■ • 

This paragraph froin^ Section 241 (A) of the Motor Vehidl!Uw^|^lai^ together . ^ 

with the foUowing paragraph, shall goverrt the crossing of'd -J^Ks Jby *iiy,Mont- 
gomery County school bus. 



Upon ^proaching a spur line railroad track, the operator^lS^g tAi>us to a 
complete stop in SiJch a position that a passing ijrain would dtmMf hm. AT^ coining ■ 
to a complete stopi the "dobr shoiild be opened an\i the operatonliould look and jisten' 
for any approaching train. If the track is dear, the" door should he closed; and the 
operator should then proceed across the track or tracks in second gear and should not 
shift the transmission until the rear of the bus is de^ of the last track; ' • 

. m) Students shaU not be removed from the bus for disciplinary reasons by the operator 
unless his behavior is a threat to the safety of other pupUs, Every effort shall be made 
to discharge the pupil at a point where his safety « not jeopardized.' Any misbehavior 
on the bus should be reported to rfiie principal or assistant principil of, the school 
concerned so that parents can be rtotified immediately. If appropriate action is not 
laken by the school, the operator should then contact his field supervisor. . 

♦ n) Students shaU not be permitted to stand Or sit in the step well or on the heater. 
, Students shall, not be permitted to stand forward of the stanchions beside thp front 
seats. Stud^ts shall not be permitted to operate the bus door. . 



o) In the morning, students shaU not be permitted to leave the bus except at school. In 
the afternoon, students shall not be permitted to leave.the bus at any place except his 
regular stop without written/permission from.the principal. 

p) When approaching a school bus stop, ^he operator shall turn on the red warning lights 
approximately 150 feet before coming to a stop, these lights ai^e fO be activated by the 
switch mbunted on the steering column. After'thc bus has come to a complete stop, 
the door should be opened. At this time,] the "door switch will cqntrol the warning 
lights, and the switch on the steering column should be returned toSjie off position. 
•When the door is closed, th© door switch will turn off the warning light 

q) Under no condition shall the aisle or emergency door be blocked by liusical instru- 
ments, equipment, or any other object. 

r) Buses shall not ht operated with the door open. 

2^9 
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Ariihials, pfb^itpO^ fuses at any 

imttt^titk ihe Mltoiviqjf^exceptfiil^ SH^ use school inisesiiDr ti|uisporting 




thdc xifcs and^iHHunlvm fer scheduled rifie dkah activities 

dub Mtriser BccmtigBam APtifle dub on the bus t0 and from the 
ty^lMrs shd^ hr uiiload«A/«id'ap[ri|^at all times'ivhcm being trihsported to and 
frcM ciiisprtitive Mstsi In the^caae of |||iess of the faculty adviser or some other 
em^qptf^^A teackor ^ppbinted by the |i|pllptd 'must iaccompany the <iub to and from 
the#=^ty. . ; / ^ ^ 

Eac^fjwiiiHig be&Mc startiap on bb run. ite operator sh^l make an inspectiqn of his 
bus ataeimiK if ^t^e foBowing items jiMr iir effective working order: warning lights, 
tunMBprift, TCdm^osm device, tires, hand iHke, and service brakfc. 




dptty of the operator to see thsmlia bus is kept qlean iniside and outside and to 
a Dcmt, dean appearance at all thtfii. . 

y) f All operators must turn in all reports proinpfly. ^ 

w) Female operators may wear slacks or pedal pushers that reach below the knees. 

x) v- Bus operat6rS;;ShaU not Jbe permitted to wear shorts. 

y) The minlmttm age limit for all bus operators is twent^jj^ne (21) year5;.the maximum 
/ . age i^ sixty-five (65). ^ ™' * ' 

z) All pperktbts sh^^^^ while the bus is in motion. ' 

Ppint System to Control Regulation Violators 

Points Regulation Violations * 

- ' - • ■ .. •: ' ■ . sy 

■ 16 ^^'M^ . 

19; ./ tJse of AlcQholic Beveragps / 
5^15^^^>^^^: » , * 

'5-15 ' : A|>us(& of Equipment 

5-15 Failure to Report an Accident 

5-15 , . Unauthorized Use 

5 * Ur\attended Vehicle 

: . 5 ' Opubling of Trips 

5 Failure to Make Scheduled Trip 

, 5-15 ^ Operating Unsafe Vehicle 

• 3 tlnauthorizied Parking 

3 iJnauthorized Route 

3 : Unauthorized Stops 

3 Refueling with Passengers 

3 Biacking When Unsafe To Do So 

3 Operating With Front4Joor Open 
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Iidqff<qier Use.id^^ Lig^ 
IiBproper Peridiili^pear 

3 'liilai^hfof 
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_ ^ 

Route Eij||||h8ionf - ' ^ * 

After bus routes have been aiiblUied» regulw pickup poiniB shall be used for purposes of 
d4t,crniming walking distances. Routes will not be extencbd unless the walkhig distance 
from the home to aft established bus stop is greater than one^e for elementary pupils, one 
and ortc-half mites for. junior hig^ pupils, and one and thm-fourths miles for senior high 
pupils, and only if the following factors are favorable: « 
V \ 

a) The road miMt be fit to carry the weight of the bus. The fame applies to any bridges on 
^ the road, WcTj^t linuts shall be obtained from the proper hi^way department. 

b) The turn from the existing route and entrance back oiito the existiftg route must be 
safe. } 

c) Dangerous embankments must be protected with adeqi^te guard rails. 

d) If the bus must turn around, a safe and adequate turning place must be available. • 
Responsibility of the Principal 

The principal or^ocal school administrator has certain educational responsibilities in regard 
to pupil transportation. He shaU kefcp an accurate recocd olf pupils^ansported at public 
expense. The school principal shall also assume the fiill responsibility for the conduct of 
pupils who are transported in school buses. It is the duty of the principal to take action to 
correct any breaches of school bus safety regulations. (See MCPS Form 555-3, p. 24.) 

It is the principal's responsibility to: 

a) Assure classroom instruction on safety regulations for school bus riders. 

b) Provide adequate supervision at school loading and unloading zones. Bus riders, shall 
not be permitted to move toward the bus at school loading zones until the bus has 
been brought to a complete stop. 
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c) £nf(MHMMfliffic 

d) , Hepo^jMulteding 



[ions oh school property. 

y oAer unsafe practice to^riie Division of Transportation. 



e) Explairaan^mterpret psficies pertaining to transpoilMion t6 patrons of his sdiool. 



Procedure 



a) The 

the scfao^ 



ionlf of Bus Riding Privileges. 

ty for denying a^ pupil the privilege- of riding the school bus rests with 



IllNMion of TtanaponBtlon S( 
m^t^amarv County fMlc SchOoU ' Dl 


:hool yds xmmi 

SCIPLlNAflY REPTIRT 




Date 


f .-r 


Bus No. 



Q Dis6b«dl«nt cr dlsrespftctful □ SmoklnQ 
to driver 



Q Standing or moving while 
bus in motion 

G Sticking head or hands out 
of wlndcNw 

□ Throwing objects out of , 
window 

O Unusually tood talking, 
laughing or singing 

Remarks 



Q Scuffling or fighting 

Q Obscene language 

Q Depositing Utter on floor 

Q Disturbing Other 

C Tampering with cs^ ; zr its 
equipment 

O Other (see rem&nn^j 



Driver ' 

ACTION BY PRINCIPAL 



Copies ' ' „ 

IS,.. -I Rnncnpai (Principal forward copy 2 to transportation 
fupervivor with action indicated) 

__3 Jji - a" ^ ■ . . 

MCr* . V M 55 r- 3 Mar. '67 



b) Drivers shall n :i prmcipals of circumstances and details pertaining to problems with 
pupils on tft<^ school bus. 

c) The principal sh^i exercise his responsibility to warn the pupil or to sUspend riding 
privileges, depe^.iine r iie severity and the nature of the case. 

d) The principal sha. . parents in writing of complaints and action taken, with a 
copy to the transpor:-: ffice. 
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iiHticsofBi^ib " V- 

jBfapik ait; aidqect to^ttP*^ A pupil ahan iti' mm\e iniHjtble for tavmpHMim when 
iMhavlor^^u such m t^'iipMr afiroUem on (!■ Hniol h^ cr when he cfiniM^Stffte or 
ales an(ijcpdaii»vq«4|^^ 



operaM is tiie on flic sdiopliMi8«id n^fcr obeyed praq|lM|k It is the 

r lif ttc iij i < ^ prin^pal Jjl #^3 ^^ * ^^^^ ^ i^pj^tis. The 

o prn i t or is raqpK>n$|lik K^^^^i^ and it is tli0 dSiy of^^owsiy passenger toniiitfp. It is 
that the foifev^^ifpiations be obeyeil: 



a) Pupils must brehave wMfe on the bus. Ridii^g tbe bus i^ a privilege that cmm^^ denied 
temporarily orpe uun aittiy if the pupil's b^vi^r warrjBits it. 

b) Pupils shall obey thobu n ^pw ia tor at all tin^ wMi^ under hk supervision. 

■ % 

c) Pupils shall notmaivA or play in the roadway while \^aiting for the bus. 

d) Pupils shall not extcni or heads but of bus win^iows at any time. 

e) Pupils shall not staitfi ncarrr the front of the bus than the two front seats. 

f) * Pupils shall remain seated while the bus is in motiorv. 

g) Pupils shall remain in iine at least five feet from tb^ bus when it stops to pick up and 
^ should not move to'w^ard the bus until the door is op^n, ^ 

1\) Pupils shall look for the rraffic in both directions before crossing the highway. 

i)'' Pupils whc must cross the hi^way after alighting frorn the bus shall pass t^" f^^t in 
front of the bus. The^ shall cross on v after the driver signals them to do so. 

Pupils are not permitted to stand on the road, highw^iy, street to direct traffic. 

^ i \ Pupils shall keep the aisies ctear of lui ' -»cxes, musical instruments, bo- >ks, etc 

i ' Pupils shall be at the stopping places a. me time designated and be rc:idy to get ir 
the bus with the least possible delay in (mscr to keep the bus on schedui- . 

m) Pupils shall not be aijoweci to leave -^e bus at any place other than -^is rec^^lar )p 
without the wn*ren consent of the pr-ndpai. 

Pupils shall co^ auc "tie-isei* es in ar cct Dtable m^ncr at all times. Smokirii^^ vulgar- 
ity, boisterous roth mproper con vill not be permitted. 

I Pupils shall assi : the ner in keeping nr ous clean. 

p) Eating or drinking on tpc bus is prohinted. 




mm 

% ft*pfls ytojpiide ^aoly flioie btises to vMdutfafey are regpTly ujiipfid. 

0 Pupfl/ may nc^ opcflrale the service dow. ^Shis is lopExnibflliy of tMlbm?^0|n«^ 

^) P]upils sh» remain absolutely quiet vfhm approaching a railroad crossii^. 
v) nipils shall go hoine promptly after l^iving the school bus 

w)/ Pupils shall not play radios on the school Bus. " * 

7^ Safety rules tha^t shall he observed^ 

( 1 ) Use the crass >valk areas. 

* • . . y 

(2) Smoking on the bus W while wBmtm m )mt is fvbhAited. t 

(3) When walking along the highway, walk on the left facing oncoming" traffic. 

(4) Remain^seated if bus is delayed on the road. 

(5) Use epiergcncy door only in case of an erncrgcncy. 

(6) Be of assistance to smaller children. ^ ' 
Guidelines in Event of Bus Accident Invo^lving Pupils 

These guidelines provide for the identification of nupils, public relations, and handling of 
pupil statements m the event of a bus accident involving pupils. 

a) Identification of Pupils ^ - * 

(1) Regular Transportation ' 

A list or ffe shall be maintained in the general office of evfry school. The list 
should inciiside all pupils authorized zo ride on each run identified by destiryition, 
route, or area served by 21 specific bus used. These hems shduld be iisted on a 3 x 
• 5 card or other form or list which would be decided by the individual principal at 
each school: - ( 

(a) Name 

(b) Street Address 
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• |ii) Qiiiie or Homeroom Teadier ^ 

\) EMd Trips ' .^ . / - 

•ac schoQi.4md the cteperoflc shotdd cach^vc a list of cvwy pupjl on a field 
caperator ih^d Mitf^ the p«biiK f^.^ Bivisibn of Transportation. , 
b)i;^fe*fcRclati0n» ; ^ - I 

(1) ^arehsi ^ / 

TTie p«cipal (or representative) shodld make an effort to contact parents as soon 
as posAle following an accident. Provide all the factual information known per- 
taining to the bus accident and the cttld of the parent requesting information (do 
not discuss witfc cttBcr chi^ira;. 

(2) News Media 

The principai ^nbuld refer all questions to the director. Department of Informa- 
tion. 

C) ActUTT 

( 1 ) ^us Dn^«rr 

(a) Firs . rontac: the poll* immediately and request arribulance service if 
necessary. TeiejAone numtac for the Montgomery County EMERGENCY 
OPERATING CENTER i: ^2 1000. 

(b) Secomca, notify the Division of Transportation as quickly as possible. 

(2) Director oi Transportation ^ nis representative) 

^) Notr Dei>flrrn*. nformation immediately (during schocC hours), 

'b; Not- th 3rmcipa]5 oi iil schools involved du-mg and after school hours). 

(c) It u >dng hour c:^- dministrative pcrsonr^-I in this order: 

i) ^irec cor of School Se-'ices , ' 

\ ") associate Supenrtencent tor Business and F -ancial Services 



r • 
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iii) a^piilyiflttpenntend^nt 

iv) Dfeector of Information^ 
' v) AvacuMte Superintendent for Administration 



If ||«||[ANVHiM^ in the accidtint were sent to a hospital or several hospitals, 
seiSBt aMffiBKfative or supervisory personnel to the hospital(s) and notify the 
principal or parent and ihe Department of Information regarding each pupil 
Within ^e limits of practicality. 



(e) 'Amm^ for substitute buses to transport all children who were not injured 
to ilKflr homes. If a child was injured, even if only slightly, the parent should 
be notSsd of the nature of the accident, if possible, 

?3) Prindpttl^iMavepresentative) 

Make cvKxy t^ifort to contact parents as soon as possible. If a pupil was injured, 
even if mdv sfi^^idiL. inform the parent of the nature of the accident, if possi>le. 
Comptcac accmem reports as required by MCPS Regulation 525-3. 



(4f Defiament Information 

This office i*«ll notify the various central offices and handle all news media 
requests tui wumiation. * 

2-14 lli^7 ll1»OUS CLOTM^C ^ ^ " . 

Pupils saD iMtructec to ' lothing that will not obstruct their view while walking to school. 
2-15 SbUCmViG RIDES (Hitc4iWui^) 

Students shall he instructed not solicit rides to or from school. 
2-16 K¥CLES 

A. Bicvclt ' ^ouMs ion 

A bicvae permission care ^nall be distributed by the school administrator to all pupils riding 
bicvcHTs tr school. This oarm must be signed by the parent, giving his child permission to ride his 
bicvca? tc school and agrcrsng to abide by the rules (exception — high school pupils). 

Schools isail maintain . fii : bicycle owners parking on school grounds. 

B. Storage . 

At Mcv c ' parked on -rn >c^. grounds shall be securely locked. 

36 
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C. Who Shall Ride , - . ; • , . / 

As m any other phase of the educatioiial program, bicycle drivers vary in ability, intelligence, and 
physical health. The *das8room teacher in conjunction with the school prindp^J should notifyc 
'parents if they fed that a diild is mpapable of riding for any reason. CSiildrCT below the fourth , 
grade should be discoura^d from riding to school. ^ 

D- Teadier Responsibility 

'm 

Teachers should frequently remmd children of necessary safety precautions to foUow when 
driving a bicyde. Some of the rules for bicyde drivers are: 

!• Keep bicyde in good jnechanical condition, 

2- Db not ride two on a bike. 

3. Do not attempt to carry too many things wliile driving. 

4. Do not latch on to cars or trucks. 

5. Keep both hands on the handlebars. 

6. Keep well behind moving motor vehides or bicycles. 

7. Have proper lights on your bike if you drive it in the dusk or darkness, 

8. Give proper hand signals when turning. 

9. Be "extra carefuP' at railroad crossings, 

10. Keep to the right. Avoid weaving in and out of traffic. 

11. Give pedestrians the right of way. 

12. Obey all traffic signs and signals. 

13. Slow down at all intersections. Look both ways. - 

14. When approaching a parked car, be alert to the opening of doors on the street side, 

15. Ride with the flow of traffic at all times. 

Montgomery County Bicycle Ordinance requires that all bicycles be registered. As of January 1, 
1971, bi<^ycle drivers must obey all motor vehicle rules that can apply to them when they are on 
the roadway. 
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''I, 'MmtgiaMry County Board of Education Resolution Nmnber 308*64, dated October 26, - 

-^^^ ' ■ ■ ■ . •■ ■ . , ■ ■■- ..i,. ';'v. 

' ' WJHEREASTTfic Board of Educatibh has become increasingly cohccrhcd with problem s such 

, 'as parking, tr&fflc, safety, and, for some students, an apparent undesirable effect on scholas- 
tic achievement, attendant with the practice of students driving vehicle^ to and from school, , 
*. and- ,.• ■ 

WHEKEAS, The increasing availability of vehicles to students along with complexities which 
accompsdiy urbanization wiH ih^^ 
■ 'r? . . • ' ' ' .■ ■ ■ . 

WHEREA9, It is the practice of the school system to provide bus transportation to all 
students who live beyond a reasonable walking distance and to those students who face 
hazardous walking conditions regardless of distance; and 

WHEREAS, Although the Board of Education provides bus transportation, it recognizes 
that many worthwhile school programs and activities that take , place before or after school 
make it necessary for those students who participjfte to provide their own transportation. 

and " * 

WHEREAS, The Board of Education is responsible to take all possible and reasonable action 
to protect .the health, safety, or well-being of students, and to ensure ordered discipline 
within local^chools; now therefore be it 

' ' ' . ■ ■# • 

Resolved, That the Siperintenderit of Schools be and is hereby instructed to institute action 

necessary to restrict and. control student driving practices to and from school on the basis of 

parent request and school approval where such approval is warranted; and be it further 

j^X^esolved, That the Superintendent shall take steps to have parents informed of the regula- 
tions carrying out this policy. 7 
* ' . ■ . . < 

2. The following procedures are intended to implement the Board of Education policy con- 
' ceming the restriction of students driving to school: 

a) Each secondary school principal shall develop administrative procedures regarding the 
conditions under which students may be granted permission to drive vehicles to and 
from school. 

b) The procedures shall recognize the need to: J 

• '■ ■» 

(1) Survey local parking conditions to determine the nuniber of parking spaces on the 
\ school prerfiises which could be made available to students- 

' - 38 ' ~ 
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^ /flSye dril4 to (fajye to ichool, K^eis or whel]«»0r 

Ji*^ property, complete a standaidued appUeiiioh totrn 'm 

■ ■ V'; , . .ito«ted_myiiiTO , - : .■ 

(S) Issue identification stickers, provided by the school system, to bfetilaced Wfe 
.r^ .**ve'J°f««*v«*ideMd^ 

^ (4) Recognize priorities for both short-term and lohg-term needs in granting pennia. '* 
», sion to students driving to and from school. 

/ (5) State local school rules govcraing student driving; 
/ (6) State the disdplinaiy action which wiU be taken if these provisions ate violated. 

/c) Each secondary school principal shaU acquaint the parents with the Board policy mA 
local school procedures. This wiU include the issuance of a letter to parents to which 

WiU be attached the policy and procedures." ; 

. I ' ^ .... 

2-19 «AMPLE-IJETTCR TO PARENTS OF STUDENT DRIVERS . 

■' / . • 
Deal' Parents: 

; V . ■ ■<« ■ 

^ ""-firtg on October 26 1964, the M^omery Couniy Board of Education adopted a policy 
hating student dnvuig to and from school to those cases where an application by L parents I 
^^ro..A by the school authont.es. The text of the resolution is printS on the reverse side of thi 
letter tor your information. , 

It is believed that limitation 0/ student driving will materially decrease present problems of parking, 
l^d re,«° """.l' ^^^ '^^^^ communities. We urge that you consider carefS 

Ae rltf fl' n^^.i "'"kJ'^ for dnvrng on the part of your son or daughter in order that we'may 
ttie rchef from these problems which this policy will provide. 

Many studies of student driving practices indicate that a detrij^ental effect on scholastic achievement 
whi.7r/' uncontrolled dnvmg hy ybuth of high. school agl In addition, there are many cases in 
^uH ? """"^ f * P^r- '""y ^^'''"S the relatively short distances they now ride. Some , 
!1 V 1°'""''"' . ' P °^ P^y"^^ '"^'"di"? inter-school athletic competi- 

^on which Requires afterschool practice. In such cases, and for reasons of participation in other 
regular y scheduled afterschool programs, the school will give careful consideration to requests that 
students be permitted«to dnve on an occasional, daily, or seasonal basis. 

noV'l'r are many ^alid reasons for students to drive to and from school. Under this 

Hrf.t of iLVtt^f PT'^t" "m' *h%^-^i°" '--g-ding each application on its own merits and in 
lignt ot the traffic and parking problems of his own school area. 

An application form is available in the school office for distribution to the student. After the parents 
and the student have completed this form (in duplicate), the school administration will review the 

. 39 
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requett; and one copy win be'rettimed\to the parents indicating sqpproval'or disaqpproval. llhe decision 
of theM^Eal school administration w3I be considered final; and it will be. rendered in terms of 
coUntywiie approved stand^ds. A driving ^ticker will be issued to approved drivers. • . . " 

' ■ • . . ^ ■ - • ^ . ■ y 

The ap^Kation of the policy will be effective (date) . We earnestly request your cooperation in 
the implementation of this Board of Education resolution^ and we will be glad Jpi discuss any questions 
whidhi arnie cohceriiing this policy. ^ 

• Sincerely yours, * . 



■K>.,-, 



^ ' [ ' Princiflal * , • * , . C 

2-19 FACULTY PARKING AREAS - V 

The school principal may designate and set aside a parking area for faculty meitibers.' ^ \ 

2-20 ^lOVEMENT OF VEHICI^ES ; - • . 

All Board employees entering school grounds in a vehiclt shall nbtify'the principal or person in charge 
it the operation of said vehicle may cause an unsafe situation. ~ 

2-21 bPERATION OF THE MOTOR POOL V 

A, Responsibility " 

• * ' " ■ " ' ■ ' \ * ^ -i ■ 

The director of the Division of Transportation is responsible for the ' overall operartiori* of the. 
motor - pool Lincoln Center pool *cars are unde? the. jurisdiction of the assisjtaht director- oT 
tnmspbrtation; the Washington Center* pool cars ^^re assigned to .the offiqe maniager'^Jt'tiie Wash- 
ington Center. . ♦ » ' - r ' 
_../'. , ^ • ' ■ " '. *• ■ \- • ' - >" ' : 

B. Authorized Operators of Vehicles - / - . ' " . ' \ 

' in no case may a person not employed, by th^ school system operaite on% of these vehicles. 
Further, employees- must have a Maryland operator's -permit in order to drive the vejiicles in a 
motor pool (fromBd Res, 467-61, July 20, 1961)f(MCre Reguld^ioiv22q-l, pctpber^8,'V^ 

. ' ■ ' 
2-22 SAFETY BELTS IN COUNTY OWNED VEHICLES . ^ > ^ - 

. . ^ - ^ ■ 'i . f 

All employees of the Mon1;gomery County Public Schook, when operating or riding in a county, 6wned^ 
vehicle equipped with safety belts, shall use such belts. - * . • , . * ^ 
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3.1 PimuC SAFETY 

.. ^ . . > • . . . , •, ■• . 

PuMic'salfety protectiO|ff/for Mon joinery County is provided through the Divisions of Fire Prevention, 
Civil Defense, and Conmurnications and the Deten^on Center. 

i ■ " ' ^ . • ' ' " ■ . " • ' 

Ttirf Fire Prevention Code is administered and enforced by an ll*manjstaff in the fire marshal's office. 
It investigates, m cooperation with the police, all cases of suspected arson; encourages fire prevention 
activities in schools, institutions, and industrial and civic groups; and maintains fire protection records. 
Fire Prevention Officers M-e on duty at all times in the interest of ^Uic safety. 

3-2 GENERAL (Fire Prevention Safety) 

The Division of Fire Prevention \va^ created by the Montgomery County CouncU in the Legislative 
. Session of May 28, 1949, with the adoption of Chapter 4 of the Laws of Montgomery County, 

The principal function of the division is to administer and enforce the provisions of the Fire Preven- 
tion Code; investigatie, in cooperation with the Department of Police Protection, all cases of suspected 
arsoi^ maintain fire loss records; and promote fire prevention, .f 

3^ FIRE PREVENTION CODE , 

Sfcction 86-90 of the Ffre Prevention Code of Montgomery County, Maryland, requires that each 
schdol and other i^imilar institution^ have a minimum of 13 fire drills each year. The code also requires 
that these drills sjiall be' arranged by, or made according to, instructipns issued by the /ire marshal. 
These instructions are issued pursuant to that requirement. The instructions which follow are general 
in scope and should be adopted to each individual school. Principal? may wish to* issue supplfe^hentary 
instructi9ns to meet the conditions existing in their schools. If this is done, such instrqctions must be' 
consistent with those which follow. 

3^/ADMINISTRATIVE RESPONSIBILITIES 

It is the responsibility of the administrator to: * 

A. Instruct all personnel about fire exits and emergency drills at the beginning of each school year 
and at the beginning of suntmcr session. Each staff member shall receive a copy of rcgula^tions for 
fire exit drills.* (Copies will be provided by the county fire marshal.) 

/ ^ 

B. Assign to appropriate adult personnel the responsibility for searching toilets and Tooms other 
than classrooms during the drill. 

[• , 

C. Assign* a responsible person to inspect ;ill exit facilities daily in order to make* sure that all 
stairways, doors, and other exits are in proper condition. . ^^ 
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p. Post conspicuously, on or near the telephone, the telephone number of the fire department. 

iE, Appoint monitors to kssist in the proper execution of all drifls. They should be instructed to hold 
I doors open for the line of students or to close doors where necessary to prevent the spread of fire 
or smoke. There would be at least two substitutes appointed for each monitor to provide for 
proper performance in dase of absence. ' 

F. Inform substitute teachers and alPpersonnel assigned to the school of the type and location of 
alarm-sounding devices in the school, the location of all exits, and the exit plan to be used. 

G. FiU out a postal card (Form lisOO.Ol provided by the county fire marshal) for each fire drill 
^d *mail it immediately to the county fir^ marshal.' In addition to the postal card, a fire drill 
record form (10-500.02 furnished by the fire marshal) shaU be posted, kept current, and mailed 
to the county fire marshal at the jend of the school year. 

/ " ... 

Allow sufficient time during the drills so that teachers can completely che^:k tife roll books 
before the recall signal is sounded. 



II 



3-5 FREQUENCY OF FIRE DRILLS 



Six fire drills shall be held during the first scmcsfcr, three of which shall be during the month of 
September; four drills will be held during thp second semester. During the summer school term, three 
fire drills shaU be conducted, two of which ViH be held during the first three weeks of the summer 



session. 

3-6 FIRE EVACUATION PROCEDURES 



Although the following general regulations apply, to all types of schools, they cannot meet the needs 
of aU the various .school buildings in the county. When local situations necessitate the issuance of 
supplementary instructions, these instnictions should be consistent with the" following requirements: 

A. Sounding the Ahirm , - « 

Any person who discovers a fire or sees smoke comijig from a closet, room, or any part of the 
building or smcUs gas must sound the fire alarm without asking permission, thereby evacuating 
the building. He should then immediately notify the principal or his repTcscntative of this action. 

Any person who discovers a fire which has been extinguished or has burned itsclf'out at the time 
of discovery shall not sound the fire alarm but niust immediately notify the principal or a 
teacher. The principal or teacher so notified should Vnake an immediate investigation and report 
the incident to the Montgomery County lire Alarm Itcadquarters. 

WJien the alarm sounds, the individual designated by \ the principal should telephone the Fire 
Alarm Headquarters immediately, unless he has been informed in advance that the fire drill is to 
be coYiducted. 

B. Decisions During Actual Fire • 

^ ■ \ ■ 

In case of actual fire, all decisions will be i;nadc by the firc\ department oUVcr in charge who is 
responsible for crowd control and returning? people to the building 

\ 



: . ■ - • ,, ■ , ' . . ■ •' • .v ■ . 

• . ■ , ' * . . - . ' ■ ■ S 

No advance notice of fhe drills shall be given except for the first drill of die new yeislr. All drills .\ 
are to be cwducted wi^th the same procedures that would be followed if a fire 'au:tually occurred. 
Each drill should be an exercise in student control and building management fqr the princilpaji, . 
the teachers, and, the custodial and cafeteria staff. Great stress shall be laid upon the propel" 
execution of eacK drill/ ' ; ^ 

. Fire drills shaD be executed at different hours of the day; that is, during the chanpng of classes, ' 
when the students are at assembly, and during recess and physical education periods ii\ order that 
students may become familiar with the procedures to be followed regardless of the hour of the 
schoql day. . • . 

D. Building Evacuation *' 

The school building shall be evacuated by all persons during fire drills or fires. This includes 
pupils, teachers, clerks, cafeteria worker?^' librarians, anil visitors with the exception of the 
principal and custodians who may remain in the building during the fire to attempt to extinguish' 
it prior to the arrival of the fire department. In case pf fire, the custodians should report 
immediately to the principal's office to ascertain the fire's location. All open flame devices in 
such places as laboratories and shops should be turned off. , 

Cafeteria workers shall see that all utilities are turned off before they leave the building. 

Except for Systems that are time-xoded automatically, the fire alarm signal must bq sounded 
continuously until the building is evacuated completely, , 

E, When the alarm sounds: 

1, Students shall form a line quicikly and quietly in an orderly manner. Teachers or monitors 
should close doors, if this does not necessitate serious delay. Pupils should not stop to 
obtain- outer clothing after the alarm is sounded. 

2. They should walk to the nearest e^it :tnd leave the building in orderly fashion. Running is 
prohibited. 



3. Help shoulcl be provided for pupils incapable of standing in line or moving at a reasonable 
speed. ' 

4, Each class should proceed to a predetermined point outside the building. These assembly 
points shall be sufficiently away (^0 feet) from the building to prevent injury from fire or 
falling debris and to avoid interference with the fire department. 

5. Thtf school staff should check to determine if every student hiis left t,he building. Whenever 
practicable, teachers should take registers of class foil books with them. 

6, Students outside of the building at the time of the fifre drill shiill form an orderly line. 
. Teachers in charge are responsible forjthe supervision of these students. 

43 

... ^ 

35 



ERIC 



• 

"■^'^v' '. .\ vS^:' ' ' ■ ■ ■ . ' '■ ■ ■ ,, // 

: 8. lii iawi >f a^^^^^ the officer in charge of the fire Wpartmcnt responding will take 

command and issue instructions for reoccupying the building. In Case of false alarm, the 
decision to reoccupy will be made by the principal or his representative. 

F. >Building Precautions , 

Fire alarm systems should be used only for actual fires, Fire drills, and daily testing and not for 
civil defense or other such drills! ' 

/ ■ - * ' ■ / 

The school service manager should actuate a different call box each day so that over a period of 
time every call box in the system will have been tested. The/test should be made each day upon 
the arrival of the school service manager. It is recommended that the custodian maintain a daily 
log of which station was tested for future reference during the school year. ■ - 

All exit doors must be unlocked. Qosed doors serve only td protect the, safety of paths of egress, 
such as doors on stairway enclosures; and under no conditions should they be blocked open' 
Outside stairs and fire escapes should be kept free from all obstructions and clear of snow and 
-ice. Chains are not permitted on doors under any circumstances. 

Any condition likely to interfere with the safe exit of any person should be corrected immedi- 
ately or reported to the appropriate person. 

In schools that house classes for children who are retarded, physically handicapped, emotionally 
disturbed, or visuaUy handicapped, it shaU be the principal's responsibility to make special plans 
to provide the ultimate in safety for these children. 

k > 

3-7 FIRE EXTINGUISHERS 

The following.definitions arc from the Montgomery County Fire Code, Section 86-25: 

Class A includes equipment suitable fol extinguishing fires in ordinary combustible materials 
where the quenching or cooling effects of water or water solutions are of first importance Fires 
\n wood, paper, textiles, coal, coke, starch, sugiu", cereals, bitumen, acetate film, nitrocellulose 
tilm, and other pyroxylin products arc in this class. T 

. Class B includes^ equipment suitable for extinguishing fires in flammable liquids, greases, oils, ;\nd 
similar materials where a blanketing effect is essential. In this category are fires in mineral oils 
• such as crude petroleum, gasoline, kerosene, fuel oil, transformer oil, lubricating oil, and coal tar 
oils such as lenzol; in vegetable oils such as alcohols, aceton, turpentine, cottonseed oil, tung oiU 
and soybe;m oil, some of which are contained in paints and varnishes; and in animal oils such as 
lard oil, read oil, menhaden oil, and wh;ile oil. 

Class C includes equipment suitable for extinguishing fires in live electrical equipment where the 
. use of a nonconducting extinguishing agent is necessary. Carbon dioxide and dry powder du-m- 
^iil extinguishers comprise most of the equipment of this type. 

Carbon tetrachloride extinguishers juc prohibited from -use in the Montgomery County Public 

Schools. - . ■ " / ; 
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When a fire breaks oiit in a school or oil school property regardless of its,. origin or severity, the 
principal shall make a written report to th^ office of the fire marshal. The foltewing form shall be used 
to report all schooUbased fires: v 



Date of Incident 
tine " 



MONTCOMERY CarHTY, HARYIAI^ 
DIVISION Of FIRE PREVENTION 
SCHOOK KIRE INCinEWT REPORT 



SCHOOL NAME ^ 
Address 



Exact Incident Location 



Person Discovering Incident i 
Mr. - ' 

Mrs. > / 
Miss f 



Address 



Fire Alann Sounded: Yes No 

Cause & Doscrtptlon of Inc/ldcnt 



rir« 

Smoke Invest Ij^atlon 

^ Fklse Alarm 
Otha'r 



Age 

Phone 



Faculty 

Student 



Fire Department Called: Yes 



In Jur ics 
N.inic 



Age 



Facu.lt^ 



Extent of Injury ^ 

EstlmJlpd U.inap.e: Bul^dln^ 

'Stops Tiikcii by School 'to Prevent Recurrence 



Srnd Copy on D,ny of Odcurrcncc to: DlvIrJoii of Klre TrevcntloiK County Office BulldlnR 



SIgnAture of Prlntlp.-rl 



The Infornicitlon requested on thl;? forn I «; required In order to moke an accurate and thorough 
.isr.essn.ciit of tlip fldtf prevent ion and ffrc ^.ifpty activities In the schools of Montptunery 
County, Your coopx^ratlon In m.ikliii; c cri pU-te .uid nr^f^njit reports of these Incidents, ev«n 
thouf;h the Incl<ient liay appear to be ol .i i:,lnor nnturc, Is jii>prrc lated . 



U.SK RACK Oi- FORM K)K ADJiITIONAK iNtORMATION 



3-9 CIVIL DEFENSE AND DISASTER PREPAREDNESS 



State law (Section 16A, Maryland Code I960) defines civil defense as ''the preparation for and the 
carrying out of all emergency fum tions other than the functions for which military forces are primar- 
ily responsible, to minimize and repair injury and damage resulting from disasters caused by enemy 
attacks, sabotage or other hostile actions, or by fire, flood, earthquake, or other natur;il cause." 
Plannii\g and organising for the protection of life and property and maintaining or restoring essential 
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seryicQ and facilities arc functions of all departments and agenci<;s of government -at all levels, includ- 
ing the Moi^tgomery County Public Schools. ' '■ \ T 

3-10 RESPONSiBIUTIES OF SCHOOL EMPLOYEES IN Cim DEFENSE 

A* Administration ' r ' 

The Board of Education will follow for the present these three basic procedures with respect to 
protective facilities in existing schools: 

1. Within each school and with ^sistance from Civil Defense and the Mootgomery County 
PubUt Schools, the best protective spaces will be identified; and the plans for emergency 
protection of pupik who may be present during an emergency will be developed around 
utilization-bf diis space. • - 

2. The results of a survey undertaker! by Civil Defense and other revisions anc improvements ii 
facilities which max be a rjjjished within the budget latitude are available to the Boarc 

3. The Bo^rd of Educ xion wn make such recommendations to the County Council as it ma> 
deem appropriate, h it unable to proceed until positive guidance has been received 
from the council on antwl improvements in the shelter facilities in existing schools or 
provisions for specia ction features in schools. 

B, Principal 

The principal is responsible for the organization, supervision, and administration of the school 
. plan, including an optimum ^shelter program and an evacuation program in case of natural 
disaster. This responsibility includes provisions for the safety and protection of school personnel 
faculties, and vital records. Planning must be based upon the assumption that each school might 
have Its own Civil Defense organization and plan. Where two school 'organizations occupy the 
same building, the senior administrator, unless otherwise provided by the superintendent of 
- schools, shall be responsible for the adequacy ofthe plan for tKe entire buildinR. The principal's 
resportsibility shall include the following: / 



2. 



3. 



In case-of impending emergency, pupils who can confidently be expec ted to reach home by 
walking or by using available school bus «r other dependable transportation, where transpor- 
tation IS deemed feasible, will be senfhome by the most expeditious method 

In case of impending emngency, i)i.pils who cannot be expected to reach home or any 
foster home within the warning time officially available will be kept at the school and there 
protected as well as possible- 
Each school will request that each child be clearly instructed by his parents on procedur-fcs 
to be followed if no one is at home when he reaches home in an emergency. 

Each school will continue to care for those pupils who remain at sch(K)l during an emer- 
gency, and the prmcipal :ind whatever metgbers of the school staff he deems needed must 
remain on duty at the school to carry out this task until the emergency ends or until 
relieved by higher authority. 



' 5* stor^ and P'^odBc inspection of ,<*^ defence 

equipmejit, if provided 

C, Teacher . . 

'. * . . • ■ 

Every teacher should be encbutagcd to: ' 

1, Know and be able to" apply the elementary principles of first aid. Completion of aMf!#cal 
^If-Help Program is encouraged. 



2. Inctilctite in pupils the proper habits d^Hluct in an emergency. 

3. Keep informed of the civfl defense plan of the school the exact rok of the teacher. 

4. Maintain pupil persc^ data readir^ available for an emergency such as name, address, |^ 
parent/g[uarcU^. and telephone number. 

D, School Nurse 

The schod^urse or medical aide should: • , * 

1. Render and supervise first aid. ^ ^ 

2. Provide ior the care of the physically handicapped. 

3. ^ Oversee emergency sanitary measures. 

*4. When necessary, provide medical assistance in the suppression of hysteria or panic- 

E. Building Service Manager and Staff 

The building service manap^^^ ^rid st;r should: 

1. Inspect utilities for structural safety and report defects- 

2. Chart shutoff valv -s and switches for gas, oil, water, and electricity. Post charts that other 
personnel may use them in emergency, A copy af the chart of information should be 
housed in the principal s uffi( ' . 

3. Provide for *the cut-off and drainage of heat and/or steam lines in shelter areas during 
emergencies. 

4. Provide for emergency operation of ventilating systems, provided fallout is n^t drawn in 
during nuclear emergency, * * - . 

5. Provide emergency sanitary facilities, if required, under the direction of the principal or his 
representative. 

47 - . ■ • 

39 



6. Provide sufficient dkmking wat^ in each shelter. K noroml system is not oijpable,and'civiI 
defense water cans arc not available, water trapped in system and hot water tj^^ is potable/ 

^' ■ " ^ ■ ', , . ■ • . ■ . . 

7. Post location of all protective equipment and sumlies. / * , * 

" - ■ ■ ' ' . " ' ' .V 

8. Assure that shelter areas arc available at all times. ^ . " 

9. Inform principal promptly if shelter arta becomes unserviceable^ 
f! Other Personnel * • 

If.not otherwise assigned by the civil defense plan, other personnel on duty within the building 
shall report to the principal or his designated representative to render such assistance as required. 

Cafeteria personnel should be prepared to serve at least one reduced meal in a natural disaster if 
students are retained-in school, 

G. Parent Teacher Association . ' 

The PTA should participate in the development of the school plan and should encourage all 
parents to cooperate in the execution. 

3-11 ENEMY ATTACK WARNING ,> 

A. r Practice Warning . 

The ^'attack" wgurning sounded on civil defense sirens by sustain^ 1 wnrhling is the only audiMe 
signal in case of a nuclear ittack. That otrr mt -.^^ m. rtiaiviy to ihc best available 
shelter." Sirens are normally tested at 11:00 a.m. on the second W ednesday of each month. At 
that time teachers should take a few minutes to explair to pupils under their supervision the 
meaning of the warning signals and what they should do in case of aiiack. 

B. Surprise Attack or Disaster 

There is no warning signal for a surprise attack or an earthquake. The signal for surprise attack 
. will be an extremely intense sound or blast. Each teacher is encouraged to formulate a plan to use 
in ca^e. of emergency . ' / 

The imporjance^of time cannot be over emphasized. The immediate effects of a nuclear detona- 
tion are great heat 'and tremendous blast. Any opacity will reduce the probability of bums. The 
blast and winds can destroy any stnicture within a limited distance of the detonation ^ can 
blow away small children with destructive force. The blast wave travels at the speed of sound and 
may take up to a minute or more to reach a school. Protection against flying dcbrisjs essential. 

3-12 ATTACK PROCEDURE 

A. Inside the School Building 

Get under equipment such as desks, tables, etc. Drop to knees with back to windows and knees 
together. Clasp both hands firmly behind head, covering neck. Bury face in armi. protecting head 

i - ^ • 
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nt^ m^ ti|^.S^y there St least ten driU or until the blasT 

^^lmj^9Bsed attack. At the cl«e of the lefuge periarf, pupBs shall foUow the next 
l4ftracti<Hi M^iich wll depend upon the dorp^imstances and enent of damage to the buUdi^g. 

B. Oatside the School Building /. 

Crouch or lie down behind any available proteqfion such as a bench, ditch, or gutter. If in tlie 
open, drop to the ground and curl up with back to the blast or light. Stay at least ten seconds in 
I ' drill or until passage of the heat wave in an attack. Get under cover as soon as'possible. If no 
, cover is close, stay in that position until passage of the blast wave. 

j ■ ' ' \ . 

C^. Special Education Schools 

< » *. 

If pupils are physically unable to follow the regular procedures, they shall follow the steps in the 
best manner the'y can. In all cases, they shall: 

1. Stay there at least ten seconds in drill or until directed to move. 

2. Follow the next instructions of the adult in charge. 
3-13 EARTHQUAKE PROCEDURE. » 

A. Earthquake 

There is no wnming signal , muIk^u an anticipated earthquake. A rolling or shaking 

movement * ' the building or ground presages an earthquake., Destructive earthquakes are 
normally preceded by lesser tremor- - 

This drill involves no school-wid^ signal. A written statement shall go from the administration to 
\ all teachers indicating the time of day the drill is to be held. The drill shall be condujjjed by the 

/"^ individual teacher. The cqfttmand is *drop." 

B. Inside school ^ . 
N Same as those listed under civil defense surprise attack. (See 3-1 1 B.) 

C. Outside school 

Get clear of all buildings and remain there until further instructions are given. ^ 

When in the opinion of the school administration the earthquake is over and when it is evident 
that the building has been d^aged, an orderly fire drill shall be conducted to evacuate the 
building. Pupils shall move to a position well away from the building and remain until given 
further instructions. - ^ 

t 

P%pils shall not re-enter vacated building if there is any doubt concerning the safety of the 
building. In this event, the principal shall contact the Division of Maintenance and ask for an 
inspection. 



1. 
1 



41 

49 



ERLC 



If the emergency warrana^upils may be dismissed to their homes followmg a disaster; or they 
^ held on school gmnds until normal school dismissal time. Radio instructions will aid 
administration in decision making. 

3-14 HURRICANE. PRECAUTIONS 

<^ ' . ■ ' 

A. Hurricane Watch 

When a hurricane reachei josition which constitutes an appreciable threat to a specific area, the 
area is put on hurricane :^ii:ch. This designation does not indicate immediate danger but serves to 
caution residents in the irt:^ that they should listen to radio or television for further advisories. 
Safety precautions requirrni more than 18 to 24 hours to' fulfill should be started. 

B. Hurricane Warning ' 

This warning is issued when it is expected that an area will receive the dangerous effects of a 
hurricane such as winds of 74 mph and higher or a combination of dangerously high water, very 
rou^ seas, and winds An r^^r'■ md higher. Ml precautions should be taken immediately. It should 
be H •^>at hieh w ' ivy ra n, and high waves occur 2TyO-300 miles outward from the 
^^'^^^ « K . lu • ;] instructions follow: 

<v- - , 

1. :>ta\ way from low iir neaches or other locations Which may be swept by highnides or » 
torr waves. Leave u. v. areas early because roads to safe locations may become impassable 

^eveni; hours prior to ir--val of hupficane conditions. 

b 

2. .^tav home if your - .use u safe from high water and flash flooding. 



3. 



necurt loose material and mo- ible objects which might blow away or^l^c torn loose and 
thrown against building m . ^ugh windows. Secure garage doorS. Awnings which can be f- 
.moved snt ild je -raiseu nci ucd securely or taken down. Fasten stor^n shutters or board up 
window^' w th rood lumr f?' 

Boats sr.ouid'be hailfec )ut of the water or strongly »oored. Be sure that there is ample 
scope ir moorings." M-ow^ing to secure boats after waters become dangerously rough. 



5. Make certain your aifeomobile is on high ground, away from trees, and preferably in a garage 
or other shelt^r.^ ' 

6. If you must use your car, be alert. for falling trees, fallen wires; /nd flash flooding. Fill your 
tank with gasoline because most gasoline pumps cannot be operated if power fajls. 

7. Have a flashlight in good working condition. If it is necessary to use candles or other 
emergency lighting and cooking facilities, be careful of fire. ^ 

8. Fill clean containers wit^i drinking water. 

9. Be sure you have sufficient food on hand that does not need refrigerating or cooking. 
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10. It is advisable to keep a windowdightly open on the side opposite that from which the wind 
is blowing iiv order to provide ventilation and to prevent certain types of wind damage. If 
high winds blow out a window, open wide a window on the opposite side of the house to 
prevent further damage. 

11. Be especially careful of fires. Have a bucket of sand or a good fire extinguisher. available to 
put out oil fires. A bathtub filled with water is helpful in case water mains are broken. 

12. Keep your radio or television on. A battery-powered radio is useful in case of power failure. 

In case the eye or center of the hurricane passes directly over your area, skies may dear; and' 
there may be a lull in the wind lasting anywhere from a few minutes to a half hour or even 
longer. Remain in a safe place or, if necessary, make emergency repairs. Be cautious, however, 
since the wind will return from the opposite direction suddenly and possibly with even greater 
violence. 

C. After the Hurricane . ^ • 

After the storm is over, follow these instructions: * * 

1. Stay away f^pm broken or low hanging power lines as well as metal objects which may be in 
contact with damaged power lines. Notify police or utility companies of dangling or broken ^ 
wires. 

2. D.o not drive unless absolutely necessary. If you must drive, watch out for debris, fallen 
v^res, wash-outs, and swollen streams. 

3. Be on the alert for rising water in streams and rivers even after the heaviest rain has ended. 

4. Don't hinder first aid and rescue work. Stay away from disaster areas, 

5. Listen to your radio for instructions about the necessity of sterilizing drinking water. 

6. If power has failed, don't open freezer chests unless necessary until power is restored or you 
can obtain dry ice. ' . 

3-15 BOMB THREAT (Evacuation Procedures) 

The following procedures should be observed in case of a bomb threat: 

A, Uniform procedures have been set up by the county manager in case bomb scares are reported to * 
the .supervising fire alarm dispatcher who should: 

1. Notify the police using the direct line to the police dispatcher. 

2. If a school building is involved, notify the principal of the school of a bomb scare call and 
also inform him that the police have been notified. 
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3. Dispatch fire apparatus only if requested to do so by the police or the school principal. , 

B. If a bomb is reported as having been placed in a school, the satety ot the children is the first 
consideration. To ensure their protection, the principal and the poHce officer investFgating should 
consider student evacuation of the building. If their decisions do not agree, the disagreement 
should be resolved in favor of dismissal and be considered the joint action. The principal and 
police officer are jointly responsible for ordering the children to return to the building. After 
action has been taken, the principal should inform the area assistant superintendent immediately. 

3-16 OPERATION OF THE RADIO ALERTING SYSTEM (See MCPS Regulation 275-5.) 

A. General 

The school system has a radio-alerting system which was installed in cooperation with the 
Montgomery County Office of Civil Defense. This system is tied'in with tlie Emergency Operat- 
ing Center of the county government so that, in the event of an emergency, total control of the 
system will revert to the county communicators officer, A remote transmitter for school system 
use is located in the Washington Center. A i4dio receiver is located in each school and at several 
offices in the administrative centers. An auxiliary remote control center is located at the Rocking 
Horse Road Elementary School as a part of its civil defense installation. This radio-alerting 
system is operated during the regular school year from the time/all personnel report to schools 
until the ten-month employees in the elementary schools complete^ their employment in June. 
Therefore, 'the system has not been used during theiummer months since we are not certain th^t 
^ personnel vvill be available to receive announcements. 

B. Operational Responsibility 

1. The director and/or assistant director of transportation shall be responsible for insuring that 
the radio equipment required for the operation of the system is operational at all times. 
Further, they shall be responsible to make certain announcements made over this system are 
in accordance with the procedure identified below. — 

" * * * ■ 

- • 2, Repairs to all radio equipment shall be effected under the control of the director of the 
Division of Maintenance, 

C. 'Approval of Announcements ^ 

All announcements shall be in written form and approved in advance by the superintendent or 
deputy superintendent of schools. In the event that they arc not physically able to indicate 
approval by signature *on the written announcement, the appropriate assistant superintendent or 
department director may approve an announcement. In every instance, approval must be in 
writing and be in evidence on the announcement before the radio operator will make it. A copy^ 
of each announcement containing the approval of the proper person must be placed on file with 
the director of the Division of Transportation. 

D. System Activation 

The Division of Transportation shall inform th*- principals and department heads in administra- 
tive buildings in writing of the activation date. Turn-on shall be accomplished by thQ appropriate 
person in each office equipped with an alerting receiver. 
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. ■ . f • 

Maiilteiiance shall accomplish a thorough operational check of the total system not later than 
Monday of the week v^ich precedes the first day of sdiooL This dieck is to incl^ 
and receivers at a// locations. 

E. Routine Operational Tests 

1. A routine test (starting with the first Wednesday of the school year) will be made on each 
Wednesday at 9:30 a.ih. and continue at the same time througho\it the school year. (Except- 
ing school holidays and upon direct instructions of the diredtor and/or assistant director of 
transportation.) ■ . . ^ ^ 

2. The routine test shall be conducted as foUows^J^JKis^is KBE 466 Testing Elementary School 
Receivers 1, 2, 3, 4, 5, 6, 7, 8, 9, 10. Please reset your receiver for a sccondjufctest." 

3. **This is KBE 466 Testing Secondary Receivers 1, 2, 3, 4, 5,' 6, 7, 8, 9, 10. ^ise reset your 
receiver for a group test." 

4. "This is KBE 466 Group testing the Radio Alerting System. 1,2, 3. 4, 5, 6, 7, 8, 9, 10: This 
completes the testing. The time is a,m. Reset your receivers,'^ 

0 

5. Any location not receiving a scheduled routine test or broadcast should inform the office of 
the director of the Division of Transportation as quickly as possible so that the Division of 
N|aintenance may take corrective action. 

6. At the discretion of the superintendent or deputy superintendent, an information-type 
broadcast may substitute for avoutine test. 

F. System l>eactivation . 

The Division of Transportation shall place an announcement in the Superintendent's Bulletin 
concerning t)ie deactivation date. Turn-off of the receiver shall be accomplished by the appropri- 
ate person in each office equipped with an alerting receiver. A broadcast will be ma(fe at 4:00 
p.m. on the date to remind office staff of the deactivation. Maintenance shall be responsible for 
turn on/off of the transmitter at Rocking Horse Road Elementary School. 

G. Liaison With County Cornmunications Officer 

The director of the Division of Transportation shall be responsible for maintaining the necessary 
liaison with the county communications officers concerning operational procedures to be 
followed in times of emergencies such as civil disaster and^ir raids. This will include procedures 
to be followed in the operation of the Remote Control^fenter at both Rocking Horse Road 
Elementary School location and the Emergency Operating Center operated by the county 
communications officer. ' / 

• i 

i. 
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PLANT AND EMPLOYEE SAFETY , ; 

■ . • . ■ s ■ ■ • ■ 

4-1 GENERAL SAFETY RULES ^ 

■ ' ' ' ? ' 

, A. Wear hard hat, foot protection, and safety glasses as directed by suj^erintendcnt. * " r . 

^ . . , ' ■ ^* • > - ' ' ' • - 

B. Report unsafe conditions and meqhanical and electrical defects in writing immediately to the 
Division of Maintenance. • ^ ; \ . 

C. Report any personal injury, however minor, immediately y> supervisor and first Vid station/ 
Delayed reporting of injury is inexcusable. ^ * . 

' D. Use every safeguard provided. After removing guards fo/ repairs, etc., replace at once. , 

E. Do not run; watch your step; keep firm footing arid balance at all times. , ^ >^ \ 

F. Horseplay will not be tolerated. 

G. No alcoholic beverages nor effects allowed. 

. . H. Wear no loose clothing, torn sleeves, key chains, rings, etc., which may get caugl^t in machinery^ 

I. Never chip, grind, bum, use compressed air, steam, atids, etc., or work in areafs where eye hazards 
exist without nse of full safety goggles or full face protection whichever may be required. 

J. Lift with your legs — set your feet firmly ~ bend your knees — keep back straight — do not twist, 
body. If too heavy, get h^lp. ' > * ^ 

K. Never stand under suspended loads or in danger zone of falling* objects, moving equipment, 
dripping caustics, etc. *^ 

L. Keep youjr^ work ariea clean and free of loose objects, stumbling or slipping hcizards, rubbish, etc. 

* ^M. Never use gasoline for cleaning purpose^jJJ.eep flammables in sa^ty type containers. 

■i 

N. Always keep hands and feet clear of pinch points, oil drums, etc. 

O. Never aUow oil orglease or heat to contact oxyacetylene equipment. 

P. Use the right tool and use it properly. Do not use defective or mushroom -headed tools: 

Q. Never leave materials, tools, etc. in a position to slide or fall."^ 

R. Be sure all electrical devices, power tools, etc. are properly grounded at all timcS;^ 

S. Never grease machinery while-in motion. . ' * . 
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/T. N^yer leave an unsafe c9ndition i^guarded or unmarked^ // 

•■ ■ ■ ; '• ' . ■ ■ ' \ - ' ■ r ■ 

U* Pull and tag out main electric sl^^tch with your sipied tag before repairing or greasing equipment. 
Make certain everyone is in the ^lealr beCoi? starting up again. Never remove danger tag placed by 
another person. See supervisor. , . 

V. Insj^ct each ladder bcfoit using. Be sure Ijidder is properly positioned and secii^c at top and 
. bottolQ. " r ^ / 



W.v Tempomry obstruction of roadways must be preceded by proper placement of flagmcri, flares, 
etc* ■ . . . . . 



^X. When operating electric switches, stand on insulated n»t. Keep switth panel fronts dosed. 

, Y. Be sure you are right when operating sijwtches, valves, etc. If' in doubt, check witb supervisor.' 
Watch for safety of others v\iien changing valve settings, 

^. ' ' - ^ 

Z. Respirators shall be worn where needed or ^ directed by supervisor. 

^ AA. Men working overhead must place warning signs beldw and rope ^ff area. 

BB., Rubber hose, welding cables, etc. must not be run over by lift trucks and heavy objects. Hoses 
^d cables should be coiled and stored when not in use. 

CC. Learn location of fire extinguishers and know how to use the'm. ^ 

DD. Do not walk or run in front of or behind moving equipment. 

4-2 NEW EMPLOYEES 

Everyone has the responsibility to see that new employees are given tirhe and attention, in regard to 
the MCPS safety regulations, ft is only through constant effort that the MCPS may obtain a high 
degree o/ job proficiency and a low accident rate. It is common knowledge that a safe worker is most 
likely to perform a quality job. 

4-3 tMPLOYEE RESPONSIBILITY - 

It is each employee's responsibility to: 

A. Make safety the first consideration in every situation. ^ ^ ' 

B. Accept the responsibility for his own safety and those who work under him. 

C. Abide by all saf.ety regulations as prescribed in the MCPS safety manual. 

D. Use protective clothing and devices when necessary. 

E. Use tools that are in good safe working condition 
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O. R^fraiii from all forms of [wanki or Iwrscpla^^ 
; 11 I^prt unsafe practices or work conditions to immediate supervisor, 

44 B0DYPROTECtlOl«r ; 

A. CUothing appropriate for the work being done shall be worn. 

B. Loose sleeves, ties, lapels, cuffs, of loose clothing which can be entangled in machinery shall not 
be worn. Clothing should'be snug fitting at the wrists, the waist, and the ahkles to offer as little 
as possible to catch on projections. 

C. . Clothing saturate^ or impregnated with flammable liquids, corrosive substance^, irritants, or 

oitidizlrig^ agents shall be removed and shall not be worn until properiy cleaned. 

p. Persons vvprking with molten metal should use leggings designed to be removed instantly in an 
emergency. " 

4^5 HA^I^ROTECTION 

A. Wrist watches, rings, or other* jewelry should not be worn while working in close proximity to 
moving machinery. 

B- Persons whose work regajBOrty exposes their hands to hazardous substances, cutting or burning 
shall wear appropriate hancjh |)rotection such as gauntlet gloves made of leather or loose cuff 
doves. The weariiig of glpves around moying machinery, however, shall not be permitted. 

C. Rudber gloves shall be worn when handling dyes, photographic chemicals, and etching acid. 

X>- Asbestbs gloves should be worn for handling hot ware in unloading.the ceramic kiln. 

^ 4-6 (^A^DERS 

Workers, who going to use ladders, should: 

A- Inspect ladders to be sure rungs are solid, tight, and dean and that rails arc not cracked. Avoid 
using any ladder with weak or damaged. rails, steps, or fungs. ' ■ ■ 

\ ■ ; ■ > . .-■ 

B. Open stepladders fully and lock spreaders. 

C. Use extension ladders only up to 60 feet and have enough overlap. If the ladder is extended less 
than 36 feet, have 3 feet of overlap between sections; if extended between 36 and 48 feet, have 4 

' feet bf overlap between sections; and from 48 to 60 feet, have 5 feet between sections. Lash or 
otherwise secure the bddcr in place. , ^ 

D. Never allow more than one man on a ladder. ^ 



* • fpdting lor thb ladder, jf the grptod is seft or uneven^ use boar^ under the feet of 

^'■ -■li^'-^i'^-nAe in setting up Sxtemioin ladder. It is^y to figure since the rungs on most ladders 
we one foot apart. Count thfrungi up to where the ladder rests on tile wall/If it is 16 feet: set . 

a r face the i^t^dim^^ or <IoWh, Hold both hahdsV Cairy tools or suppKerlii^ 

> pockets or haul diem up^ v^ 



% Move the ladder frequently instead of reaching over too far. Follow the rule of keeping your belt 

buckle between the side rails. 

' ■ , ■ - # ■ • ■ . ^ , - > ■ >'* 

. • ■ . , ^ _ 

I. Lean toward the Mder when working and keep one hand free to grab the ladder* 
' ■ ■ . ' . ■ . ' > 

J. Cairy the ladder with the front end high enough to clea^ 

■■.».■ ' 
4-7 Rin^S FOR LIFTING 

A. Size up the, load; do not attempt to lift it alone if there is any doubt in your mind of your ability 

B. Always make sure your footing is secure. ^ 
G. Place feet close to the base of the object to be lifted. • 

p. Get a good grip oh the load. 

E. Bend your knees; keep your.back straight. 

F. Keep the load close to the body. 

G. Be sure that you can see past the load. 

H. In team lifting, cooperate with your buddy when carrying a long object; with a two-man carry, 
both should carry from the same side, be it right or left. ' 

I. Wh^a putting down a lo.ad, take care and reverse the lifting procedures as this operation is as 
dangerous as lifting. v 

ArS WOMEN'S APPAREJ. 

Inappropriate clothing is one of the contributing caules of accidents to women in industrial situations.. 
To reduce this type of accident, definite regidations and standards should govern the type of clothing 
that may be worn. _ " * . 

High narrow heels or shoes are hazardous. Recommend and insist that shoes with substantial soles and 
heek low and broad enough to .insure firm comfortable footing be worn in the shop. 

■ - ■ - ■ )• ... - ■ ■ 
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^ ^ jpMft working in kitchens land d^tma$ thdf hfur i^itii'ely! If jp^^ ^ 



LckM^^flowing hair or Ibpue clotlungf are hazardou^ a shdp* 



scaffolds 'V- ' ' : , ^ - .v.; • 

A, Inspect the scaffold biefore mounting. It shbuld be sturdy, free of knotty or defective pla^^ 
. level, .and solidly positibned. ^ ' : ; 

B. y Keep the scaffold free of scraps, loose tools, or tangled / ^ 
; C. FqUow the manufacturer's instructiom .^^ 

; D/ ; ]pock and block wheels V 

E. Level the scaffold after each move, but don't, extend adjusting leg screws more than 12 inches. 

F. . Make sure the deck isn't higher than four times the vwdth of the smallest base dimension. 
^ G, Lash fixed scaffolds at.intervals of 30 feet' of length and 25 of height, - ^ 

H. Check aU pulleys, blocks, h^oks, fihings, 2md ropes on swinging scafM . ^' 
4-10 WORKING. AROUND MACHINES " 

Machines should be stopped and locked in an "off*' position before Being oil^d, lubridftcd, 6r 
adjtisted. - • ^ " .'*"/^v^: 

Clean chips off with a brush, not with a rag or with your hands. ^ 

•/ ■ - • ' ■ - > • 

Goggles and other protective equipment should be worn on the jobs'.which require theijp. 

Operatj k machine only after you have received thorough instructions and have been gi\^en permission 
to do so. . 

Ask questions if there is anything afeout your. work^^that ybu do not understand. To be ^afe you must 
khow what you are doing,^ especially when working around machinery. * , ^ 

Guards are for your protection; they should all be in plac^ before starting your machine. 

• '•'«»■' ' ' ' ■ • ' ■ ' , ■ • . ■ ■ 

Wear suitable clothes. Work clothes should Fit snugly. Anything that can catch in machinery is taboo, 

such as neckties, loose patch pockets, wrist watches, rings, earrings, or gloves. (Long hair must be ^ . 

clpsely covered for safety j and you can do the job better if you wear low heels for standing.) 

, Operate only the machines to which you are assigned. • , » ' 
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4-il HAZ/iIdS OFOTFICE And CLASSiiboM EQUIPMENT 



^*,f / P"™^ requisites of a iuccessful safety program is the awareness of safe attitudes on the part 
—^f'lt^^^^- be an'integral part of <^ach day's .work in which the mental 

attitudes df the employees shall receive constant involvement throiigh repetition of safe thinkine 
;; -prqice^tes.- ^ 

^ >. -..vvV ■ -J . ■ ^ ■. • . ■ " ; ■ ■ 

A. Htaardl bf Office Machines * " ° 

; . 1, Office machines should be properly located and placed in a manner so there is no daneer of 

. ..faUittg. ■ 

i ■ ■ ■ ■ ^ , ' • 

,v Office machines should be equipped with three^wire grounded circuit. .Care should bt excr- 
^ ; ' cised that the ground wires aje properly connected before the machines are operated. 

3. Electrical machines and connections should not be touched with wet hands or Werated on 
daoip floors. . 

• * .. ' 

4. Office machines should not be.adjusted, lubricated, or cleaned while they are running. Make 
sure the machine is stopped by pulling the plug out of the oudet. 

B. Hazards of Desks, Tables, Etc. - . 

1. Dg^not use glass tops; only shatterproof glass shall be used with beveled edges. 

2. Pencil sharpeners shall be mounted on desks or tables so that they do not protrude. 

3. Drawers should never be left open. Keeping them closed is a sign of a well managed office. 

4. Always.use the handle to close typewriter desk compartments. Since weight handling of 
^ _ typewriters is invdlved, it should be standard office procedure to have these type mechan- 

J : 'isms fttlly explained before u^ ' 

5. Desks, tables, etc.^ should have rubber feet on them to prevent creeping. Misaligned desks 
and tabjes can cause strains and injuries to fingers and hands. 

6. Desks and tablofijshould be checked for splinters, dangerous cracks, and Iqose veneer. • 

C. Hazards of Typewriters , ' . 
^1. Never use carbon tetrachloride for typewriter cleaning. 

2. Sinc^ many cleaners are highly flammable, lighted cigarettes should not be permitted in the 
vicinity of typewriter cleaning oper^itions.' . " 

3. Typewriters should always be secured to the surface upon which they ar^ set. 

4. Db not place typewriters upon unstable surfaces from which there is a danger oi falling. 

■ . . ■"■52 }-i 
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1, Ex^mie cave should be taken by persons tilting back in swivel chairs to which they are not 
■/ /aceiistomed. . . ■ ..■ •/ 



2. ^n^t Hflse the seisits pn swivel chairs so hig^ )» i6 coiitribute to pyextaj^^ 




^ #^ be d^^dl^ariy. WeaE^ ^Si^f^ilM 

■ ■• "•*•''. ' ■; ^ ■ ■ ■ ■ • ' ■ • ■ ; . ■ : ■ ■ ^: 

Hazards of Fans 

1. Check fan regularly to make sure that the ^ards arc not dcfocti^ 
secure. ' ' . ^ ' ^ 

2. Fans should not be placed on low tables, boxes, chaks, etc. jdV 
individuals might catch their clothirig or hands in them. 

3. Ail fans should be cover-guarded with wire mesh. There may be loss capacity, 
but this wiD be compensjitpd by eliminating the major cause of fan acl^*^ ' 

4. Floor type fans should not be placed in locations wher^ they will pres«ft^ipp^ 
Hazards of Waste Baskets _ ' ^ 

1. Metal waste cans may have sharp points or fr^ented edges which may tend to cut the 
" users. . . 

2. Broken glass and other similar material should be thoroughly wrapped before disposal into 
waste cans. i 

■ ■ { ^ ■ . 

Hazards of File Cabinets ^ ' ^ 

1. File cabinets should be secured to prevent their being overbalancedi.Where two or more 
cabinets sit side by side, they should be fastened to each other. 

2. -File drawers should not be left open. Always use tlje handle to close them. 

3. Heavy materials should be put in the bottom drawers, lighter materials in the top drawers, 

4. Pull only one drawer out at a time. . . 

5. " File cabinets should be checked periodically for burrs and sharp edges. 

6. Never place materials, boxes, other files, etc. on top of cabinets. Not only will they f^l; but ^ 
they put undue strain on the persons lifting them, reaching up to them, etc. 
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In the realm, t»f food services, one thinks primarily of Idgtchens. However, tharc arc several other areas 
dosely connected to the kitchtti inch as the place where foods are dispensed, the area Mdiere bread is 
baked, etc., but btecause the kitchen tunction is a major segment bf^e food service operation,, it 
presents the greatest accident prevention profilems.^ 

A. General Safety Practices . 

Never ^assign an employee to any machine or mechanical or electrical deVice imjless he has 
received instruction reliated to the safe operation. r * 

2. Electrical appliances should be shut off vAicn not in use and disconnected when bemg 
cleaned. 

3. All horseplay and practical jokes are prohibited. 

Smoking is prohibited in food service areas where food is prepared, served, or stored. 

5. Do not apply force to ^ass containers. If ti^t, try hot water on metal lid or Carefully tap 
lid. If thils fails, wrap lid with towel befpre trying to open. 

^' Do not over-load pushcarts or dollies. %5 

7- Keep sharp protruding objects out of ^e aisles and away from busy workers; all drawers 
should be kept closed. 

8. Place all cleaning equipment such as brooms, mops, carts, pails, etc. where they will not be a 
hazard to workers." /| ' J> 

9. Keep aisles clean and dear at all times. ' ^ - 

10. High heels should not be worn on the job. 

11. Appropriate clothing is essential to a safe program, ^ " 

12. All accidents, no matter how minor, shbuld be reported immediately to the principal. 

13. A first aid kit is accessible to all workers. 

14. Keep all cleaning products away from food. , ' . 

>. / \ ■ ^ ; . • •■ > . 

15. Exhaust , hoods must be operated at all times when ranges and/or steam kettles are in 
' operation. Filters in hoods should be kept clean and free of accumulation of grease. 

B. Receiving Area . • 

Be-sure that: / ^ . 

1. Floors are in safe condition and are free from broken tile, defective floor boards, and unsafe 
or sliding flooi^mats. y ' . ^ ^ 



2* . Ail employees arc instructed in correct h^dling methods for various types of materials. 

5. TTrash cans are leak proof and adequate in number and size. 

4; / Floors and/ofideck areas aire dear and hazard free df garbage disposal area is aidjacent to of 
part of the general receivuig area. * . 

5* Adequate tools are available Jor opening crates, boxes, cartons, barrels, etc. . 

Storage Area ' 

Make'certain that: * 

1. -She Ives, are adequate to bear the weight of items stored. ' 

2. , Heavy items are stored on lowqr shelves. 

.3. An appropriate size ladder is available at all times. 

• . .' * . . ■ * 

4. Carlcfns and flammable materials are stored away from light bulbs. 

.5. Light bulbs have a screen guard. 

6. An approved fire extinguisher is available. >(Every employee should familiarize himself with 
the proper methods of operation of fire extinguishers.) * 

Pots and Pans Area 

Be sure that: • ' - * ' 

1. Floors are in good safe condition. Periodic mopping is essential (at least once per week). 

' ' ' ■• -* 

2. . Floor boards are free from broken slats and protruding ^^^^s. 

3. Portable and stationary racks are in safe condirion. , 

4. Employees are familiar with safe means of egress if locked in freezer. 

5. Aisles are free and clear for; safe movement. 

6. Heavy items are st^or^d close to floor. • ^ , ^ 
Food Preparation Area ^ ^ 

1. Electrical equipment should be properly grounded. ^ 

2. Electrical equipment should be inspected regularly by electricians. 

'Iff' 

3. Employees should avoid leaning against equipment when turning it on and off. 



4* Floors should be kept dean and free of spillage. (E^lory^ should immediately dean up 
spilled items.) ' , • . -^-^^'^r^ 

■ . • ' ' ■ :. . " 

:.^PWc«» nauat be properiy instructed in the safe^operation of.^addnes. (No employee 

• 6« Guards shoidd be uiecL \, • 

7. A pusher Or tamp should be provided for use with the grinder. 
_ S. . Mixers must be in safe operating condition. 

• # - V 

9. Beaters must be proi>erly maintained to avoid injury from broken metal parts and foreign 
particles in food. • ■ 

■ ^ V r"**"^^ — ^ -..l ' ' 

10: Madiines not wotking properly should be tagged and put out of service. (Tags could be 
made in each school.) • ^ 

a) In emergency, the Division of Maintenance should be called. 

b) Other requests for repair should go throu^ thoprincipkl in writing to the Division of 
Maintenance. ' ^ 

F. Serving Area • . 

,1. Steam tables should be cleanecl daily and regulariy maintained. 

2, Safety valve equipment should be operative. • 

3, Serving counters and tables should be free from broken p3rts and wooden or metal sliders 
and burrs. 

4. Glassware, china, silverware, and plastic equipment must be inspected regularly and^chipped 
or cracked items disposed of. * 

5. Floors and ranjps must be in good condition. These areas should be mopped daily. 

•'I - " ■ ■ . ■ ■ ■ 

. 6. ^ The traffic flov^ should be set so that children do not collide while carrying trays or 
obtaining food. 

4-13 GARAGE AND REPAIR SHOP SAFETY 

Garage and repair shops encompass a great variety of functions wHiffc^^ varying degrees 

numerous and potential causes of accidents. Some of these potential sources have already produced 
accidents, some of whi^h wa^e of a serious nature. The safety hazards covered hprein are applicable 
mainly to garages. 
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Cairhpn Nfonoxide ^ " . , 

Carbon monoxide is a non-irritating, cotorlessi tasteless, and odorle.ss gas commohly caused by 
fuel bumed jn the absence of sufficient oxygen or wherever combustion is incomplete. Either this 
gas ishould be piped off from the purage area or doors and windiDws should be left open so that 
fresh air can con>e into the garage area. Carbon monoxide gas is a potential killer. 

Steam cleaning ^ ^ ^ / - 

1. - There should be no valve between boiler aiid the end of the lance. V 

2. Water should not be permitted to get low, allowing the boiler to become over-heated. 

3. Operators should be reminded of the dangers involved in steam cleaning. 

4. The cleaner should never be left unattended while the burner is lit. • . . 

5. The operator should be provided with eye protection, rubber gloves, apron, zind boots. 
Jacks ^ K ' 

1. Pressure tank should meet the requirements set by Amerifcan Society of Mechaniq^l Engi- 
neers. ' ... 

2. The jack should be equipped with a safety rachet that prevents the load from dropping if 
the pressure is released. ^ 

3, The ratchet should never be made inoperative. 

4, Hydraulic jacks should only be used to raise a piece of machinery into position. 
5^ Hydraulic iacks should never be left unattended witb a load raised. / 
Electric Chain Hoists 

' . ^^^'"^ ■ • ' I 

All hoists should be provided with a check stop and a wire rope around the support beam and 
fastened to the hoist. 

Pits ■ ' '-^i^^^^ 

" ■ ■* 

1. Floor openings such as drain troughs should be guarded with covers', 

2. Pits should be provided with a curb four, to -six irichcs high to prevent cars from drifting into 
the pit. - 1^ ■ ^ 

3. Open pit.s must be provided with a portablcrailing, fopc/or standards when not in use. 

4. Steps into pits must be clean of g^^e, oil, and watcg^ Tools, parts, etc. must not he left on 
. steps, 
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5. I4sht8 in pits should be enclo^^ \ . 

6. The floor of the pit must:be provided with a drain. Oil absorbent material should be used to- 
soak up spillage* ^ 

^ I, Solvent used in a shop should be low in toxicity and have a hig^ boiling and flash pomt, 

^ . 2. Standard commerdal dip tanks should be used complete with lids that are counter-weighted 
; and have a fusible link connection above the solvent. 

3, Rubber gloves should be used when working with solvent. 

4. Use of Carbon tetrachloride or gasoline in degreasing jobs should be avoided. 
4-14 HEAD PROTECTION 

Special protection for the head should be provided and worn wherever there is a hazard from objects 
falling from above or where there is danger of bumping the head against overhead structures, moving 
equipment, or swinging loads of material. 

J«^15 CAUSES OF HAND TOOL INJURIES " 

Among the chief causes of hand tool injuries, there are four which are Qeserving of particular atten- 
tio'n: , . ' 

« ,* 

A, Defective Tools " 



•Although it sometime* happens that a defect can be created in manufacture, this hazard arises 
most frequently because hand tools are not maintained in good condition. Mushroomed, cracked, 
or chipped heads; dull cutting edges; andxracked or broken' handles are illustr^ve of this point. 

B. Using the Wrong Tool 

Many an injury has resulted from Using a wrench for a hammer, prying something with a screw 
driver, failing to use a non-sparking tool in an explosive atmosphere, and so on. To put it directly, 
the degree to which hand tools are used improperly in an installation is a direct reflection of the 
attitude of your personnel to>^d safety; and accident prevention attitudes must be developed in 
personnel. W 

C. Incorrect Methods of Use 

Do your men clamp the work securely, and cut close to the vise, when hack-sawing a piece of 
pipe? When using an electric hand drill, is the drill bit always inserted FULLY into the chuck? Do 
they ever clean files by striking them against something, rather than wire-brushing them? Do you 
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D, Bili^ ^ *^ 

i topU can^ your haaid tools stoitid in a 

PP*pli^^pfflKy nurirt? Afe yotir fildt ever feft-lyi^^ 

nik? An; ypU^Ki^ (hilk deaned aiid dieck^ regulaily? Arc yout drill bits protected when 
not in iiae? These stfid o'ther sigm of ^ ^ 

. - ■ ■ .. • ' ' t ■ ^ 

4-16 CPMM6n HAND T(X)I£ AND TIffilR DEFECTS 



use^l 



A review and discussion of the following brief outline and of the lAore commonly useg hand tools and > . 
tht defects often found reading them will be of assistance in monthly regular safety inspection: 

A. Chisels, \PuncheS; etc. 

B. Drills, Bits, etc. 



C, FUes 

D, Hammers 

E, . Hooks, Tongs 

F, * knives 

Liftingjacks 
^ - 

H. Pick-ax^s^^d Axes 

I. Saws . • 
J. Screw Drivers 
K. Shovels 



\3 



{ 



Mushroomed heads, chipped points, oyer- tempered 
heads or points, shanks too short fof safe holding. 

Worn or battered heads; over- tempered, dull, or 
worn cutting edges, ^a- * . 

Handles missing, chipped ends, worn or filled 
teeth. 

Insecure, split, or roug^' handles; chipped heads; 
sprung or broken claws, poor balance. 

Dull points, improper shape,^ finger-pinching 
hazards. 

LAck of finger guard; loose, broken, or too-short 
bodies; dull or nicked edges or points. • 

Worn threads; sprung, worn, or poorly designed 
holding device; worn or broken operating handle. 

Loose or split handles; poor balance; dull, nicked, 
or over-tempered blades or points. 

Improper or inadequate set, dull or improperly 
grorfnd teeth, sprung blades, loose or split handles. 

Split or battered handles, chipped or bent blade^, 
bent shanks. ^ 

Split, rough, or loose handles; bent or jagged 
blades. 
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/ , Worn or sprung jaw8i\«>ug|i OT ^simmg hWdlcs, 

, - worn or broken mechanism. » \ * 



'Mi Efectxic.Poyrered Tools No grotrnd, or biroken'ground; worn, detcricni^^^ 

<""<^ (<w drilU, etc.); no, gu^ 

guard (sav«r8» abni4?e v^eeb, etc.); lack of autb- 
. " . ' matic cut-off — "deadman COTtroL'" 

4-17 GUARDING EQUIPMENT AND TOOLS 

Machine guardmg is divided into power transmission^ moving parts, and Aoint of t^eration. Power 
transmission impUes moving parts such as shaftings, pulleys, belts, ropes, diain drives, and sprockets 
that transmit power from the source to the working parts of die machine. The moving'parts are th* 
accessories to transmission such as feeding devices. Cranks, connecting rods, governors, and moving 
heads. Point of operation is that part of the machine which does die work on die material beinjr 
processed. ' , . 

A. Functions of an Ideal Machine Guard 

1. « Full protection to the operator and passer-by. 

2, Maximum protectioiyfor the repairman and oiler, 

\ 3. Be interlocked where possible so that die machine is inoperable unless the guard is in place. 

4. Be strong and secure enough to resist wear and tear. 

5. Be secure enou^ to retain broken machine parts in case of failure. 
6- Must not introduce any hazards of its own. • 

7. Must not interfere with production. Provide maximum protection consistent with p^oduo 
tion requirements. 

B. Other Operating Hazards of Machine Operations 
L Unsafe arrangement of work area. 

2. Faulty illumination. 

3. Faulty ventilation. 
4. . Excessive heat. 

5. Monotony, noise, and vibration. 

6. Unsafe work clothing. * 6^ 



A. The air tank shc^i be "blown out*; at least <ince each week using ttlie dndh valve^ l oii the ' 
bottom of the tfl 

^^^^^^^^ leadin^f from the drain valve to a position in whiich a blow out will not strike - 

C. llie air intake shall be placed in a position, so^ not to draw any flammabfe nta^terials into the 
compressor. •.(• : . 



D. The air receiver should be equipped with a^auge and safety , valve. The safety valye should be 
tested regularly to make ^ure it is operative and shielded so nd '<ine is? injured, by thcair released 



E. All electrical equipment and switches on the compressor should be installed in accordance with 

the National Electric Code. ^ • ' V 

' i - ^ ' :• ■ ' ' ■ ■• .. 

. ■ •. , ' ' ■ •' * . 

F. The main svkdtch shall be provided ^ lock for mafci^^ * ♦ 

G. The automatic regulating mechanism should be designed and constructed so that contacts cannot 
lock or fuse in the operating pbsitibn, ^ 



H. Sa^e cyperatibn requires that it be properly maintained; : ^ ' ^ ^ ^ 

4-19 DRILLS; MASbNRY ' ^ " 

When drilUng with masonry .drills; use safety goggles or face shiidds and/or face protection. After 
heavy usage, the heads of drills become mushroomed froni hammer blows and should be dressed dpWfi 
to keep sharp particles of metaljroni breaking off and striking the user. After use, remoye the d^ill 
point frpm holder before storing the tool. Use standard drillingTiammer for drilling purposes. Use drill I' 
holder with guard to protect^ands. And always use proper driU for the j 

4-20 DRILLS, PORTABLE ELECJRIC . .. 

Use safe W glasses and/or goggles when per fonningdriUing operations. ■ 

\ * •<...■■*>■• -J. .•" ' ^ . • 

Portable drills and hammers shall be of approved design and have three conductor cords which providd 
a groundbg' connection to the tool. If no three-conducto/ receptacles ate provided where drill is used, 
a B-cord adaptor shall be provided ^'d used to ground equipment, (the removal of the ground v^re' on 
any cord is a violation of the MCPS sajfety^rules.) V 

Use sharfl drills and do not force theYn as it is possible to break 'a drill under undue stress. Remove , 
chuck keys before starting to drill, and do not use fingers to clear chips from the ppint; use a brush. 
When drilling blind, check for concealed pipes, wires, etc. Be sur^ that the drill does , not injure a " 
person on "the other side of wall. Take special precautions, t6 keep extension cords- from tripping 
.co-workers oj pacssers-by. «^ . ' 
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4-21 GENERAL REQUIREMENTS OF GAS WELDING AND CUTTING r • 

A. In performance of welding and cutting operations, onlf" approved equipment sucl\as blow-pipes, 
torches, regulators, and acetylene generators that have been examined, tested, and found to be 

% safeiguarded as far as practicable shall be used. 

*'''*' 

B. All cylindirrs or containers used for the storage of fuel gases and oxygen shall be constructed, 
charged, and nriaintained in accordance with nationally recognized good practice. 

C. For the purpose of identification of the gas contained, every cylinder or supply manifold shall be 
^ marl^ed with the name of the gas contained in accordance with nationally recognized good 

practice. 

4^22 STORAGE CYLINDERS 

A. Cylinders of fuel gases stored inside a building, except those in actual use or attached ready for 
use, shall be limited to a total capacity of 2,000 cubic feet of gas (250 pounds of liquified 
petroleum gas). A separate room or compartment approved \fy the fire marshal should be 
provided, or cylinders should be kept outside or in a special building. Buildings, rooms, or 
^compartments provided for such storage should be well ventilated and without open flame 
heating or lighting devices. . 

B, Cylinders stored inside buildings shall' be kept away from highly combustible materials and in 
locations where they are not subject to excessive rise in temperature, physical damage, or 
tampering. Ail rylihders, including empty ones, shall have their raps in place and all valves tightlyi^ 
closed. 

. ' 

4-23 GENERAL SAFE l Y RULES FOR WELHINC; AND CiriTINC; 
(See Montgomery County Fire Regidfltion 84-35.) 

A. No device of attachment iacilitatini^ or permitting mixture of air or oxygen with conibustiMe 
gases prior to consumption, except at the burniT or in a standard tordi or blow pipe, shall he 
allowed unless approved hy the lire marshal for the purpose. 

V 

B, ' The user shall not transfer gases from one ( ylinder to another or mix gases in a ( vlinder. All 
cylinders should he stored upright luul secured. 



C. '^Acetylene ^as shaFT not \yc generated, piped (except in approved cylinder tnanifolds andtyliiuler 
manitold i oimec tion^, or utili/ecAt a [)ressure in exd^s of If) pouiuls per scju.ue inch gauge 
pressure, except when ilissolved M a suitable solvent in cylinders inaiudac tured according to 
liHerstate (jonuncrce Conunission n-(pureinents. 



n. The use of litjuid acetylene is [)rohihi.t(Ml. 

Acetyleiu' gas shall not he hroughj ui contact* widi unalloyed ( c)[)per exc ept in a blowpipe or 
ton h, ' . * ' 

K. Oxygen shall never be us^-d . frc*)ni a ( vlinder or cvliiider manifold uidess a pressure regulating 
devit e intended for us'e with oxygen, and so marked, is provided. , 
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G, Fuel gas shall never be used from cylinders through torches or other devices equipped with 
' shut-off valves without reducing the pressure through a suitable regulator attached to the cylinder 

.valve or manifold. 

H, Cylinders, valves, regulatory, hoses, and other apparatus and fittings containing or using oxygen 
shall be kept free from oil or grease. Oxygen cylinders and apparatus and fittings shall not be 
handled with oily hands, gloves, or other greasy materials; 

I, When moving compressed gas cylinders by crane, cradles shall be used in order to reduce the 
possibility of dropping. Ordinary rope sUngs or electromagnets shall not be used.. 

• 

J. Oxygen and fuel gas cylinders and acetylene. generators shall be placed far enough away from th^ 
welding position that they will not be. unduly heated by radiatjon from heated materials, by 
sparks or slag, or by misdirection of the torch flame. 

K. No gas welding or cutting shall be done in or near rooms or locations where flammable liquid or 
vapors, lint, dust, or loose combustible stocks are so located or arranged that spiifks or hot mctiU 
from the welding or cutting operations may cause ignition or explosion of such materials 

% 

L, When welding or cutting must be done above or within 'ten feel of combustible construction or 
material, or above a place where workers iixv employed, or where persons are likely to pass, 
noncombustible shields shall be interposed to protect such materials and persons from sparks, hot 
metal or oxide. 

M, One or more approved 'Class C fire cxtinj-iiishers of suitable si/e shidi be kepi at the location 
. where welding or cutting is being done. 

N. When welding or cutting is done above or w^n ten feet of co^ibnstiblc construe lion or 
material, a fire watcher shall be on hand lo make use of first aid fire equipnienl. 

4-24 SCHOOL BUILDING FLKC I RICAL SYS l EM 

A. Inspection of Appliances 

I. Only inspected and approved electrical appliances shall he used hy school personnel. 

I 2. All appliimces shall meet acceptable standards of national < ode. 

All electrical appliances, stalionar\* or portable, should he grounded properly hclorc using. 

4. Installation and repair of any electrical appliance shall he the rcsporisihilil y of the Division 
of Miiintenance. " 

3. Students should not he perniiltcd to repair or install an\ elc( trie .d C(|uipnie!i(. 

Kle( triial installations shall he installed and maintained by the Division of Maintenance, 
exiepi changing of bulbs, both inc andescent and fhiorescent, which shouM he replac ed hv 
building servicemen. 
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7, All sponsoring teachers of school |plsiys4^l^^|p«ert^ should consult the DivisJopi 
. of Maintenance if usin^ipecific electrjcal^ 




8; All electrical outlets and switches should be covered by an approved coven 
9. All panel boxes^should be kept locked. 

B. Inspection Tips for^pr^^c Electrical Equipment 

The point is simply xRditALL f lectricity should be treated with resjSect. It should be remembered 
that it is possible for a very small ''charge" to kUl or do setious injury. This is true also of 
so-called low voltages usually found when the work includes handling metallic objects and mate- 
^jiab, working on damp surfaces, performing. outdoor operations, and using electrically-powered, 
. equipment and doing similar work. The following are some valuable safety precautions to keep in 
mind: ^ * 

1. , Be sure that the tool shell is properiy grounded through an approved three-pronged 

polarized plug or through a separatg^grounding wire properly attached to the case of the 
tool and securely and effect tively attaWcd to an efficient path fo ground. 

2. Caution should be observed in the use of electric tools which operate at more than 50 volts 
in any wet or damp location. - 

3. Cords or cables or electric tools should be of an approved type only, and if damaged, should 
be replaceil — no splicing. ^ 

4. An electric hand tool should never be suspended by its power cable in cither handling or 

storage. ' 

\.\. 

5. Cords or cables should not be permitted to lay on floors or elsewhere wh^rc they might be 
damaged or present a tripping haziird. ' . , 

6. Check receptacles and cable connections for damage, both at the topi and plug ends, 

7. Never operate electric hand tools in or near an explosive atqiospherc. 

C. Specific Hazards ' . 

Kmployccs who operate, maintiiin, or repair electrical e(iuipment should be made fully aware of 
the hazards of their duties. ' 

4-25 SAFETY WAkNING TAGS' v ^ 

Warning tags must he used whenever equii)ment is being sei^'ired to prevent injury to personnel if 
machinery is activated. The tag should he attached to the switches of control of the etiuipnient. 
Warning tag.^ should read. "Do not operate.'^ Fhe tag shcndd show the name of the Employee who 
attached it and tljc rciison for the shutdown, (This would aUo apply to [itwsieal education ecjuipnient 
or any tHher school equipment.) . , ■ 



4^26 EMPLOYEE SUGGESTION PROGRAM ^ 

For lho$e suggestions \>diich reduce hazards or otherwise improve safety, awards ranging betV^een a 
minimum of $10.00 and a maximum of $50.00 may be granted. (See MCPS Regulation 470-1.) 

" ' . '. ^ ' \ ■ ■■ • , ■ ' 

4-2/ ER^EFpR • 

When principals are oh Icavgi at any time, a certificated staff member is to be designated in writing as 
acting principal. Whenever feasfble; the designation is to be made by the principal; and'the principal 
must notify the appropriate official of thi name of the staff member designated. In other in-^tancey, 
the designation will be made by the appropriate officidlv v ' 

4-28^ SUBSTITUTE TEACHERS 

A. Principal's Responsibility • . ^ 

When a substitute is assigned, it is the r^esponsibility of the principal to orient him concerning the 
school procedures and to see that the substitute is given proper .guidance as it relates to school 
Safety measure?. , ' 

B. Annual 'Health Certification * 

All Mohtgorfiery County Board of.Education employees are required to submit for each school 
year a certificate of health examination by chest x-ray, intradermal tuberculin test, or physical 
examination by a physician ahat includes a chest x-ray or an intradermal tuberculin test; and the 
Montgomery County Heiilth Offices shall be responsible for establishing acceptable criteriiv (type 
of chests-ray anJ/or tuberculin test) to show evidence of freedom from active tuberculosis. (Sec 
MCPS Regulation 285-5.) , " \ . * ' . 

• ■ <■ . , • 

4-29 WORKMEN'S COMPENSATION INSURANCE (MCPS Regulation 445-2) 

9 ' ■ ^ \ > ■ O' ^ 

.Workmen's Compensation Insurance provides for the disability of an -emplbyee that results from an 
accidental personal injury sustained by the employee, arising out of and in the course of his employ- 
ment, pcepH where the injury is occasioned by^the willful intention of the injured employee to bring 
about the injury of himself or of another, or where the injury results solely from the intoxication of 
the injured employee while on duty. (See Articfe Annotated Code of Maryland 1951.) In general, 
all medical or hospital expenses directly associated with an injury resulting from an on-the-job acci- 
dent are covered , by Workmen'-s Compensation Insurance. The following are steps in the claim 
procedure: 

. ■. - . n ■ 

A. - Employee Accident Report Form , - • 

The school official shidi complete the Employee Accident Report Form in d.upliratc, scml one 
copy to the Division of Insurance and Retirement, Department of Financial St rvices» and retain 
one copy for the school files. 

B. Employer's First Report of Injury Form ' " 

The Division of Insufaiue and Retirement will complete the Kihploycr^s First R( |)(>rt of Injury 
Form* . , ' 
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C. Surgcon*s Report • ■ . 

^ The Surgeon's Report will be completed by doctors or hospitals and sent to the Workmen's 
Compensation Commission. Doctor and hospital bilb will be sent to the insurance company. 

■ • - . . ■ •\ - • '■ ■ ■ ' 

D. Employee's Claim for Compensation Form ' * i-jit ^ 

The employee's Claim for Cor^pensation Form must be completed by the person injured. ^ 

An employee who loses more than three days from work as the ^result of an accident is eligible for 
compensation under the Maryland Sta*te Law. * , ' 

See leave poUcies under Series No. 430 for disabUity leave- covered under Workmen's Compensation 
Insurance. . " • 

, ■ «■ ' , ■ ■ ' •■ ■ 

An injured employee should immediately notify his employer, through supervisory channels, of the 
injury'. Failure of the employee to report an injury within ten da^ of his knowledge of it may, in 
certain circumstances, (defeat his claim for compensation. The Workmen's Compensation Commission 
of the State of Maryland is the agency empowered by lejw to act as the judicial authority with respect 
to Workmen's Compensation. ■ " . 
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CHAPTER V 

INSTRUCTIONAL AND SPECIAL ACTIVITIES AREA 

5-1 INSTALLATION, CARE, AND USE OF MATERIALS AND EQUIPMENT 

A. Safety Order of Maryland and Montgomery County ' ' 

All safety regubtions of the State of Maryland shall be followed except when. Montgomery 
^.County Gode;^ pequire more stringent compliance. , ' 

> • . ■ \ • • , . 

' B. ' Teacher Responsibility - ^ 

Teachers shall be familiar with the care, operation of, and safety precautions whicli encompass 
their specific areas of instruction. 

C. Power Machinery * / 

Pupils rpay not use any appliance, power machine, or other power equipment until they have 
received the' teacher's permission and prior instruction on that particular machine and have 
deihonstrated their ability to use the machine safely. 

Careful judgment must be exercised by the instructor when permitting elementary and junior 
high school students to use power tools and equipment. That judgment should be based on the 
maturity and ability of the student, the job to be done, and the safety factors involved when 
using the tool. 

D. Safety Tests 

It is strongly recommended that safety demonstration tests be given every MCPS student before 
using power machinery. • 

E. Safety Signs 

It is reoommended that safety signs be postell in appropriate places throughout all shops and 
laboratories. ^ » 

F. Hand Tools 

(See Plant and Employee, page 49.) . ' ->> 

\ 

G. Shop Waste j 

Unnecessi*i-y accumulation .of sawdust, trash, paper, cic. presents a fire hazard. Tliei^rforc, provi- 
sions should be made for the removalof witste earh day. 
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H. Qeaning Fluids . - f 

Only approved cleaning agents should be usefl. The use of gasoline or carbon-tetrachloride for 
cleaning purposes is strictly forbidden. ■ ^ " [ 

'I. Safety Lines 

It is Tecommended that aisles and work areas' be designated by the use of traffic or similar type 
tape. ■ ^ ^ ■ . . ,. . - ■ ■ 

J. Protective Equipment 

• \ , ' , ' 

Protective equipment should be provided for and worn by persons erigagied in activities where 
injuries' to the head, eyes, feet, or person are possible. Equipment should inclu<j[<^. face shields, 
•giggles, welding helmets, gloves, aprons, respirators, or any other equipment deemed necessary 
. for ppfimum safej:y. (See Plant and Employee Protective Equipment, page 6.2.) 

5-2 SCHOOL SHOP SAFETY PROCEDURES ' ^ 

/ , ■ _ , . ■ ■ . ' i 

A. Industrial Education, Home Econpmics, Cosmetology 

' Teachers of these subjects have the responsibility for keeping their rooms as hazard, free as 
• possible. Shops should have fire protection equipment and first aid supplies readily available. 
Adequate supervision is essential to a safe shop program. Therefore, shops shall not be un- 
attended while a class is at work or while machines are in operation. Shop accidents can be 
prevented and the chance of being sued for negligence can be avoided if the teacher: 

1- Reports to the proper school authority knowledge of hazardous conditions and dekcts 
relating to shop, machinery, and equipment. 

2. Regularly inspects machinery, equipment, and environmental factors for safety. 

3- Posts in his shop conspicuous notices of rcglilations. possible hazards, safeguards, and pre- 



cautions. 



Makes certain that appropriate safety devices and guards arc available, operative, and used 
by students. 

Makes sure students know and understand pertinent safe practices relating to the activities 
in which they are engaged. ' 

•Requires students to wear appropriate personal protective equipment, such as goggles, 
aprons, helmets, and gloves during ha5:ardous activities. 

Adequately instnicts and demonstrates the^ use of power tools or other hazardous Equip- 
ment before initially permitting such use by a pupil; permits initial use only under direct 
supervision of the teacher. 

Shuts off power tools if he must leave the shop. 
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9. . Exercises continuous supervision to see that ahop safety practices are observed. 

10. Makes himself a mo4el and sets the example For pupils to follow by persondly obeying 
^ safety tulcs and practii^es. 

Accident Reports ^ ^ 

Utilize accident report form to report the causes for an accident aivd as a guideline for corrective 
action i^ the school shtSjp safety program. 

Instruction » • ™ 

The shop teacher should strive to: 

1. Develop in each student a sense of responsibility for hi* own safety and the safety of others 

2. Acquaint students^with both general and specific safety practices to be followed while 
, workin^^ the shop, 

3. Help students to recognize situations involving hazatds and to take the precautions neces- 
sary for self-protection and elimination of the hazards. 

Methods ' • 

1. Demonstrate safety consciojusness by always practicing safe habits. 

2. Demonstrate the proper and safe u^e of tools anc^nachines which will be used by students. 

3. Demonstrate the proper use of personal protective devices * ' 

4. Provide the student with safety information concarning the safe use of machines, tools, and 
equipment. . , * 

5. Discuss with the students the importance of proper attitude toward accident prevention, 

6. Conduct field trips to industrial plants and C(5nstruction jobs or provide audio-visual infor- 
mation in order to study safety practices. 

7. Provide for visiting speakers from business, industry, and appropriate government agencies' 
to speak on safety and health practices. . . ^ 

8. Obtain industrial safety manuals and have them available for students. 
Equipment Safety 

1. Guards and safety devices shall be miiintained on machines, tools, and facilities so that 
. unsafe acts, while operating the equipment, need ho't result in an accident. 

2. All hand tools should be kept clean and in safe working order; 



Use CQ^^oding on machines to emphasize danger zones. (Use curr^t ANfiSI Color Code 
StandRl s^jpi guide.) \ . * , 

. • ■* ■ 

4; Permit students to operate any power tool or machine only after ^^y demonstrate, the 
ability to use it properly. . 

Good Housekeeping Practices \ 

1. Provide for the daily removal of all sawdust, shavings, metal cuttings, and other waste 
material. » 

2. Provide properly marked bins for scrap stock ' 

3; Provide brushes and brooms for cleaning. * . 

4. provide for the periodic cleaning of lights, w^ldows, and walls. ■ . ' 

5. Initiate a clean-up program as part of th|||p|J^personnel plan, . . * . 

6. Locate machines and equipment in such a way to provide easy cleaning and maintenance; 
Electricial Safety , 

1. Instruct students that all electrical circuits are "hot" and'must be treated as-such, 

2. Sec that an approved ground is provided for all motors, fuse b6xes, switch boxes, and other 
electrical equipment whether stationary or portable. -k ' • - 

3. All switches controlling equipment should be easily accessible to the operator, 

4. See that motors are provided with overload protection. ; ^ ^ 

5. Prohibit the usq of temporary wiring of any kind in the shop area. 
Fire Safety 

1. Sec that appropriate fire extinguishers are provided in the arca^of activity. 

2. Students should have a thorough understanding of fires with emphasis 6n cause and control 
and prevention, 

3. Provide instruction in the proper use of fire extingiiisheFs. 

4. Mark the location of firc'^fighting equipment with a large, ''bright red" square, arrow, or bar 
high enough to be seen over the entire area. 

5. Request regular inspection of fire extinguishers at constant intervjiis. / 

6. Store *ill flammable liquids in approved safety containers. 
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?• Request provision for a flameproof blanket in appropriate areas. ■ 

8« Prdvide for the safe bulk i^torage of flammable liquids such as gasoline, paint, or thinner. 

9. Instruct students in the safe use of flammable liquids. , . . 

■ ■ *, ^ * ' 

10. Oily rags and waste should be kept in metal containers wit^ fight fitting lids. 

11. A regulal- check should be made to be sure that exit doors work properly and that aisles or 
• passageways are Kept clear, 

- • . ^ 

General Practices ' 

1. Prohibit **horseplay" or practical jokes of any kind in the shop area. 

2. Command the instant attention of every pupil in the area during (Emergency situations 
through the use of a bell, whistle, or alarm. 

3. Require students to jead and sign an acknowledgement of safety instruction and safety 
pledge, 

4. Report to the principal or department head' any hazardous condition in the area. 

5. Exercise care in handling large, heavy, and Icjng pieces of material. 

Safety Practiced , - 

Safety mstniction should be indudcc^ as im integral part of all the school experiences, ;uul basic 
safety operations should be taught as a part of every lesson. The following sarcty-s-tatcmcnts. 
should be stressed and observed at all times: > 

« 

1. Teacher Responsibility 

a) Utilization and maintenance o{ adequate natural and artificial'^lighting. 

b) Placement of equipment. 

c) Maintaining and. using guards and safety items that are standard parts'for equipment 
imd machines. 

\ ^ . ■ , ^ 

d) Kliminat^m of ;ill fire haz;irds. 



c) Provision for and the maintcnancc.of proper ventilation and the removiJ/)f funics 
0 Provision f6r and the enfort cinclU of the use of protective equipment <>( a perso/al 



nature. 



g) Use of color coding for defining dii^iger Mrcas. 
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h) Teaching and^usmg safety pracdces in aU classroom acd^ 
2. Student Responsibility " ' ^ - , 

a) Dress should be safe and proper. Students sh^d also wear aprons and safety goggles at 
appropriate times. ' ' \ 

b) Studentpersonnelsh'ouldbeinvolvedin fhe safety management of the laboratory.. 

c) Make adjustments on power equipment only when the power is switched off. / 

d) All students should be familiar with fire drill jregulations and exit rodtes. 



• ' '"^^n ^) Exercise safety practices at all times while working in the laboratory. 
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. K. |>afety Regulations for the Jointer 
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1. Roll slcevjfs well up the forearm or wear garments with short sleeves. Beware of loose 
clothing or a dangling necktie. ^ ^ • , ^ ^ 

2. Wear required eye protection, 

3. See that the flooj around the machine is dry and clear of obstruction and that footing is 
secure. " , ^ - 

4. Give full attention to the machine. Avoid any distraction, 

5. Make ail adjustments when main switch in in "off" position and machine is still. 

6. Remove guard on fy vs^hen rabbetmg and stop chamfering. 

V ^^^'^^'^Al^^gth when jointing is 12 inches. The minimum length'whcn rabbeting is 16 

... inches. , 

8. Check cutter knives for sharpness and correct balance. - . . - 

9. Avoid using jointiir if it vibrates. This is an indication of unbalanced cutter knives. 

10. Use^jpusher block when jointingftt'surface. 



11. Cover exposed blades v with a guard when fence is set in othqr than normal right side 
position; i.e., rabbeting. ' 

12. Use a. supporting block on stock tjjinner than 3/8 inches.' 

13. Keep hands clear of blades at all times. Keep hands clear of end of stock. 
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14, Avoid heavy cuts which are the main cause of kickbacksithis reduces the possibility of tlje 
hands falling into the knives. _ 

15. Always turn machine off before leaving it for any reason. 
Safety Regulatipns for the Circular Saw 

1. Before sawing, check the saw blade to be sure it is secured to ^he arbor and be sure that the 
fence is locked.' ^ , , 

2. The saw table should be free-of oall IpQse material while sawing; and tt\e floor around the 
^"'^'machine should be free of sawdust, scriips, and grease. ' -o- c^Jt 

3. Use the slitter 'guard and basket, feather board, push stick, and any other safety devicft for 
aU Operations where they can be used. . 

' * ■ *' ' ^ '/^ ' '■ 

4. Stop the iaw and open the master switch before making any adjustments or changing blades.- 

5. Talking while saw|ng IS dangerdu's. ^ 



6. Be sure that the saw is sharp, ■ ^ * 

7. Ose the ripping and miter fences at Vl times. Free-hand sawing is dangerous. 

. ■ . ■ . ^ 

8. The saw blade should project V4 inch above the^ stock when --sa wing. 

9. Stand to one side of the saw and be sure that no one is standing in line with the;blade while 
sawing. ' , . 

10. Reaching over the saw blade is dangerous. Usl^n off-bearer to support the stock but never 
pull it. 

11. Use a clearance block when cross-cutting. - * ^ ^ 

• » " ^ 

12. Use an apron or other means to protect loose dangling ends. JLoose clothing is dangerous, 

*. '"" ^ '' , ^ ^ 

13. Consult the instructor before sawing small pieces or making speciar^et-ups such as resawing, 
^dadoing, etc. , 

. *^ , • 

14. When finished vvith the saw,'lower .the blade below the table levjpl and shut off the master 
switch. ^ J 

15. The opening between the saw blades and the throat plate should not exceed !4 inch. 

16. Stock to be ripped should**Iiave a flat, working face to .engage the saw table and a )pinted 
edge to engage the ripping fence. . 

17. Use. eye protection when operating the circular saw. 
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M. ' Safety Regulations for the Band^aw :; ■ 

1. Make sure the throat is not blocked. ' . ^ 

2. ' See that the blade Is in its guides. ^ 

3. Qear the table of scraps and tools* *V 

• • ' >> ..." 

^ 4. Qear the working area- 

,5.^ Check guidfe barjs and "wheels for proper clearance. 

6. Adjust the guide to approximately V4 inch above work, /■'^{C '^t^ 

' 7. Check for proper tension of blade. ; 

8. ^Sej4hat all guards are securely in place. ' i 

9. - Precautions for, protection of macKi^e^^ ' * - *• 

a) ' Allow the machine to reacH maxirnum speed before starting cut. 

h) Use proper'widtH 9f blade depending upon radius of curves to be cut. Never turn work " 
without pushing. . / 

c) Never forte the saw during any cut. ^ 

d) Backing out while the sav^ is rumiing shot^dibje avoided. 

• , . ■ H : ^' ■ , ^ ■ 

e) AH adjustments should be made with safety switch in "off" position. * 

• '> ■ , ' ' ■ 

f) Plan a cut before starting it. - 

g) See that stock is Jr'ee of nails and screws.,, . . 

h) When resawing thin stock, be sure to use feather board and rip fence. 

i) ^ Keep machine well lubricated and 4n good conditioti. * 
j) , Be sure the blade is free of pitcH. (Kerosene on a piece 6f waste is the^best procedure.) 
k) Keep blade in good condition as to sharpness and set. 
I) Make relief cuts prior to cutting close curves o,r circles in stock. 

1 0. Precautions for operator's protection 
a) Be sure th|it the main switch is off before removing the guards. , , 
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- b) Pieces with curvedMJ^d^cs against the table, should be adequately suppbrted to prevent 
.rolling... - [0ll^ ^ 

c) The operator should not reach so. far behind the table that it brings his face near the 
blade: ' ^ 



d) - No one should be allowed to watch the operator from, the right side as t(\e bla^e will 

shift in that direction if it should break.v 

e) Use a push stick to finish cuts on a small piece. ' . ^ 

'■ • ■ • . ■ 

f) ^ Repl&e badly worn throat plktes/ \ 

g) All clothing should fit tightly/and ties shodd te tucked into shirt," ' ^ ' ' . •. 

h) Leave machine only after it has stopped. 

i) Use eye protection while operating the band savy. . ' " 

• ' ■ . ■ . ; • V3 ■ 

S^ifety Regulations for the Surfacer - / . . r 

1. Keep floor area around machine clear. V • , • 

2. Turn all switches off before making any adju^ments to the blades, 

3. Inspect blade' area for broken chips before,starting machine, . , • i ^ 

4. Do not wear gloves or loose clothing, / . ' . . 
^5- . Check thickness of stock and limit cuts to about 1/16 inch. ' ; 

6. Joint one face of rriaterial before running it through the machine. / ' . 

' . ' - • ' ■ ., ■ ■ ' ' . ^ " ^ . 

7. 'Check board for knots and nails before using machine, . ' 

8. Use machine for pieces no: shorter than 14 inches lopg. 

. . _ ■ , ^ ; ^ . _ .. .... 

9. Do not use machinq if t-hfe knives .are dull. ' ► . / 

10. Hold board firmly with both hands when feeding int^Voll^ 

11. Keep fingers from between board and table, ' ,^ 

\2, Watch passageways when working with long boards.^ ' 

* * • *" 

13, Think the j6b> through Before star ting'the maqhine. ^ ^ » 

" •> ' • ' , ';"■<, '* H 

14. Stand to .the' side of the stock as'it'h being fed into the machirre. 




15. Use eye protection while operating the surfacerj 

; - 0* Safety Regulations for the Lathe 

^ 1 • ^Secure all dothing - especially loose sleeves and daih^iilg heckti<ife^^ 
ij^^.V 'iZ/ Clear workiivg area df all obstades; keep floor ckan aiv^ 
. ^^"Sl Trainyourself not tobecUstractedby anyone wHyfe'bpq-atin^^^^^ tf. 



" 4. Be familiar ^th the lathe before operating'^t. 
. 5, Examine stock for cracks and flaws and test all glued joints, - 

' ^-''^^^^^"^^ stock is jeci^ ;^ 
• ■ ^* ^^^^c^^^^rg^'stock to Qctagogal^hape before placing between centers. * . ] 

^ ; :8, Be Sure stock is well balanced and does not vibrate, c 

9, Revolve stock ty hand — test for free turning. Avoid jamming work against tool rest. 

. ■ ' \ ' - ' ' ' ' 

' 10. Oil end of stdck tuming on dead center. • ' . 

''■ ■, ' " ■ ' 

11. Set topi rest level with centers and at the proper distance from work.' ' 

- ' ! • / ^ * ■ 

12. Set minirnum speed thit will do. the johf: v 

t^) than 3 inches diameter may be run at highest speed. . « 

b) LAFor 3 inches to 6 inches in diameter use at medium speed. ■ ^ 

c) Over 6 inchcSl in diameter use at slow speed. ^ ' 

. i» ■ ^ •• • 

13. Use only sharp wpodturning tools. 

, 14. Hold tools firmly and in the .correct manner. . y^^^^ -^P^ 

•■ . _ ■ ^ 

15: AHow large stock and faceplate work tc^ coflj^ to a stop. 

16. Never plac^ hands on revolving stock! , ^ • 

17. Remove the topi rest when sanding. * \ 

/18. Always use a face shield when working on the lathe. ^ ' ^ ' 

P.' Safety Regulati^ons for the Shaper • * * 

. ^ 1. . Do not wear gloves or lo6se,dotWhg while operating the shaper. Work with the; sleeves 
rolled up above the elbows. Remove your tie. * v , ^ . ' * V 

' ♦ ^ L • • • 'o >• 
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Wear ft face shield. ; " * ^ , \ IBt 



Ti^m off thf main switch^^ ^ : ^ 

4. V*^ ^'^Jy ^J^^'Pi^^ cutters if practic^^ " 

5, Khivesf 6f unequal width should never be used together between slotted collars. 

. 6. If only one knife is used, a blank of%qual width must be placed in the crther side of the 
collar for holiding purposes. ' 

7. if correct size collars are available, use them along with the other guiding an(j[ holding 
devices. . . ^ 

8. Use all guards and holding devices which will add to the safety of the operator. ^. 

9. See that the spindle top and knives, are correctly adjusted arid securely fastened. On square 
cutterheads place a piece of paper between the knives and the cutterhead to prevent them 
from sliding or slipping. Note that the knives must be flat so that they contact the entire 

' surface of the cutterhead. The paper must not be too thick. - 

10. Use a guide pin when shaping with collar«: ' " , • 

U. Remove all wrenches and tools from the table^fter the machine is setup arid keep the table 
clear of chips while using the machine. Keep the floor clean and clear of obstructions. 

ia£*' See that all guards and holding devices are firmly and correctly placed before starting the 
work. Check on all belts, screws^ anddamps to guard against anything working loose while 
the machine isnn operation. Test the machine every time before it is started. 

13. peVote your entire attention to operating the shaper.. ' . • 

■ ' " - O • . 

14. Stand to one side in case of a kickback. . . 

15. Cut with the grain if possible. , v \ 

' ■■■ ■ \ ' ^ 

16. ' The work must be advanced into and against tht cutter rotation. 

17. Use a feather board and push^tick f9r small pieces. . ' 

• . :>' ^ 

18. Hold small pieces of wood vvith a speci^i?orm or jig. 

19^ Keep blades sharp and free of gum.' v " _ 

20. Turn of^ the machine wl^enever leaving it. " ' / , 

Safety Regulations for the Jig Saw 

■ 1. Sdect a bladf to suit the thickness of the wopd an(J the sirze of the curves ^ be cut^s: 



2. Jighten blade sectilrcly in lower. vise first, theft iil^iipper vise, tension the blide to suit its 

3» :iA4^ vritK the blade to support'it whjle^cutting, 

4; |u6.Wer the hold^dbvyn f obt to jpress' lightly oil the surface of the wOd^; 



•Slp Try the setting by tunung^tKc motor. If no knocking results, start cutting. If ^ knockfr^ is 
heard, stop the machine artd readjust blade tension. ' * " 

6. Cut large curves first and t|ien the small dctaUs. Avoid backing out of cuts whenever 
possible. Donot make sudden tunli,particu1airly in thick wood. * " 

7. Keep the Jig saw table free of small pieces of wood while cutting stock, a" * 

8. • Use eye protection while cutting pri the jig saw. 

Safety Ftegulatibns for the Drill Prpss ' ' 

1. Be sure your instructor knows that yt)u iare about to run this machine. 

t> " 'A' ■ ' ■ ' * ' '" 

2. Hold the material sectely in vise or With clamps. Do not attempt to hold by hand. 
' \r • ' , ' \ ' , . ' . ^ 

3. Be sure that you have a bottoming piece pr position over an opening so as npt to drill into 
the table./ , , ' 

4. Wear tight fitting clothing; roll tip sleeves to well aboy«^th«s^b6ws; remove necktie or, tuck 
it in^o your shirt, 

. . -i ■# 

5. Run the drill only at the proper speed: Forcing or fe^ng too fast may splinter the drill and 
cause injury. ^ ^ ' 

6. ' Form the habit of keeping fhe chuck wrench in your haiftt. Then you wiH r#?^!^r leaye it in 

the chuck. , / V '^0>^f 

7. Use a center punch mark as a starter for drilled holes. • 



9. Always turn off machine whel^ou leave it. 



8, Use a stick or baish to remove chips from, the drill. Never use the fingers, cloth, or waste. 

10. Use eye' protection when operating the drill ess. ^ - 

* - 4ji 

Safety Regulations for the Sander^ V * -^^^ 

■ ■ \ ' . ' * . ' 

I: Make sure discs,and belts are not .torn or Iqose. ! ^ 

2. Check angles of tables before using sander. ' / 



S. Sand work only on the down side of disc. Hold work firmly to tables; not in the ail* 

4. Keep work moviiig across abrasive surface while sanding. Holding it in one place bums the 
i(to<pk an4 wean out the iKmding > 

5. Use a coarse almuiive for fou^ work and the finer abrasives for finish^ts. 

6. Keep h^jd^ ancT finjpa-V av^rjay ^froih the abrasive surface, thus avoicftig painful "abrasive 
bums.^-iC^ * ' 



7. Clean- up the sander ^i^^Dor area with a yacuum machine. Do not blush or ^ow away the 

fine niiQf intr* fK#> aii* "SK^aMffi^ . ' Jr 



fine dust into the air. 
8. When surfacing mSctal on the sander, keep a pan of water handy fjf codiii/:'.'' 
^jDo not use cloth or gloves for holding work to the sander. \^ 

10. Leave the machine only afJll power is off and machine has stopped. 

11. Use eye protection while operating the sander,^ 
Safety Regiilations foF the Grinder * " - 

<^ Weafgoggles or face shield and tight fitting clothing, 

2. ,Check the tool rest, ^e sure it.is adjusted close (1/16 inch) to the wheel before Using, 

3. Hold the object to be ground on the to(^.i:^t vyhenever possible, 

4. Keep water pan near the quench tools frequently tp prevent burning. "\ 



5. When pol^jiing, iiold the.obj.ect slightly below the level of the shaft or arbor. Any object 
caught by Ift^heel wilLthen be' thrown rfou^n , ' 

6. Hold small prec4. to be buffed in a Sample jig. Do not wear gloves or try ta hold object in a 
* corner of youf iapron while applyinglrt' tS the wheel, * ^ ^ 

7. When ^plyiri^^^o^ or tripoli to a revolving wheel, bold the cake lightly^nd apply its side 
' rather than its ejrjMp the wheel * * . ' 



Safety Reguiltions for the ;Radial Arm Saw 

1. ^ Secure loose clothing before operating the saw. . ;^ > ' 



2. before doing,^ This eliminates most accidents before they can ha^en. 

3. Keep theXvprk surface of your machine^clear oif unnecessary objects] 



4. Doa*t ajjpmpt to stop the saw by forcing a piece of wood against it or into the blade. 

5. Start a ^:ut or remove the material only after Ae motor and yoke are fully back against the 
_ i^diiiinn; (For x4pping, of course,* the motor i; first positionecHil front of the guide fence to 
^. the desired >^dth or ||p.) ^ 

. 6^ " Doil*t force the cut. Use a; light, st(«|kay pull for cross-cutting and a JTirm, steady push for 

7. ^^^H position of the cutting member only after the blade has completely stopped. 

. Usl^rpushcr stick* wh^n ripi^g or when cutting with the shaper if ^here is any doubt of 
" finger clearanee. ^ ^ ..^ 

9. I^n't fpjrce the da,dp h«ad into tts cut. Because more. stock is being removed, only a-very 
> . ^y^^^ Mi;^^ required. 'When •cross-cutting heavy stock, or cross-dadoing, tools will have a 
.tendency to icUmb-cut br move forward without pulling. You ma^ave to hold back. 

11. Don't cross your arms when making any kind of 'cut so as to bftSn the path of the ssLiv dt 
cutting tool. If cross-cutting material from the left side of saw, hold the material with the 
right hand and pull the yoke handle with the left hand. i - 

. J!^ Don't u8^^cl$:ed saw blades oj defec^^ tciol;^ on hi|^^d el|uipment. 

• 13. Remove stock fr<Jm the table only aftJrWc saw i« t^|ii^ed^ thq rear of the^atjle. 

14. Don't allow your workshop to become cluttered witli scraps and shavings. Clean floors are 
essential; you need firm footing and good balance 4t all times. , 

15...^ Don't do wo?k in cfa^nped headquarters. Have plenty of room to work in. Have a box for 
U scraps and dispose of them as they o^^cumulate. _ 

16. .Don't look into »the shaper or planer cutter as" the board passes through. * * 

let your mind jwander when working on a'power tool. Keep it on your work' at all 
times. ■ 

18. Use the proper tool for the job. Be sure the equipment is adequate for the purpose intended. 

» ' ■ ' ■ ■ 

19. Keep tools clean and sharp. Also keep the worktable clean. No loose material should be left 
on top so that the saw blade may catch and throw it as the saw travels forward. /" 

*20. Placa stock firmly against the. guide fence for%l cutting operations. The acgon of the blade 
- wtH*h«flp.jj<pu keep it in this posits . . ' 



22. Properly position the guard for ripping. The infeed end is|lowq*ed*^ to 1/8 inch below the 
surface of th'e stock. Be sure the rip lock is drawn up snuggly before starting to cut. Always 
feed material from the opposite end of the guard where the anti-ki^kback is mounted. Also 
use a caution tag which reads, **Po hot rip or plou^ in the ^diogt .1^^ of the saw and the . 
nmterlal Wheit ripping, shaping, or planning.'' 



23. Draw up all cutting tools snugly on the arb^ before starting the motor. Use both wrenches 
provided when ti^tening tht arbor nut. ^ , . % 

24. Position the rubber c/ust spout^sd that*dust and chips are directed aw§y from the operatpr. 
ZD. *Use the guard at .all . t^ dadoing* The procedure is the same as when sanding. 

'26. Use the shapef-joiriter guard at all times. • 

■ ■ ■■ ' A ' , 

27. Get into the habit of always removing th^ key from the switch on the arm when changing 
tools or m^ng adju&t9vei1ts. 

28. Always use the brake to stop the saw after completin^^u^t. 

29. Use only saw blades tensioned for the high speed of the motor used. 

30. Keep the machine in good alignment and adjustment to prevent excessive vibration. Vibra- 
tion will cause inaccurate cutting and could also cause the saw to grab or creep. 

31. Wear goggles or a face shield wh^. operating the saw. 

32. Provide maximum support for the work. Handle all larger-than-average work as explained. 
• ■ ■ • 

33. Remember, above all, never to tpast the machine. It will not think for you'. 

34. Mount all attachments according to the instructions given. 

35. Make sure that the stock or jig is properly clamped whenever clamping is necessary . 
Safety Regulations for Squaring Shears ^ , 

1. Never put tfie fingers under the knife or the hold-down bar. ^ 

2. . Do not attempt to reach behind the ghear when operating the foot pedal!! . 

3. Do hot bounce or jump upon the foot ptdal. t 

^' 9a«j^ul that your foot or shin does not get in the way of the foot pedaJ. \ 

5. Do hot^^tempt to cut metal or-a gauge which is too heavy for the machine. ' ^ 

6. It is safe practice to cut only one thickness of metal at-<L|time;_ don't attempt multiple 
• -cutting. ^ '4 •/ \ . 
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7, Only one person at a time should be permitted to work the shears. 

, • . . ./ . ■ • • ■ - ■ 

8. The shear should be guarded, and the guard shdldd be kept on the machine. ^ ^. 



9. Unauthorized use of shears sMiild not be pcsrmitted, and it is preferable that a locking ^ 
device be used to prevent such use when they are not in operation. ^ 

5-3 AGRICULTURE SAFETY ' ' ' 

A. Handling of Soils and Fertilizers • > 

Students enrolled in agriculture or garden classes shall be instructed as to the hazards of infec- 
• tion, skin rash, or irritations resulting from soil organisms and the handling 6r inhaling of 
chemicals in fertilizers. Students should be required to wash after using or handling soils^^»pr . 
fect^zers. «» * 

B. UjPa^|||^torage of Toxic Materials * ^ 

Poisonous matei*ials, such as insecticides,*dusting powders, and sprays shall be st'^red in locked ^ ^ 
cabinets. These toxic materials shall be us^^b^ studerAs only with the approval of the teacher. 



No elementary school ct/i^U^all have^ces^^^r use of these materials at any time. 

Spraying in the eleipentary scHpol shall be done by authorized personnel only. Pupils shall not be 
present during the spraying or allbM^ed in the-arca for.a minimum of two days. 



ymg or all^wc 



C. General Rules for Sprayftig 

1. Label sprays and dusts plainly and store in locked cabinets away from pets and children. 

2. Follow manuTacturer's directions and warnings when using sprays and dusts. 

. ' ' * .. - 

. 3. Label sprays 3jf\d dusts plainly and store ini locked c^inets. 9^ 
^fa?. Know and have available the antidote for each spray and dust indicated on contzfiner. 

5. Avoid inhaling and protect eyes by wearing a respirator and goggles when spraying ^r 
dusting. . " 4^ / f ,^,- ^ J^ . /\ * 

■ ■ ■■ - ''^ , ' ^'f^ . . . ' 

6. Avoid skin contact with spray and dust by wearing proper protective covering. 

■ * ' ^» ' * '.^ . . ^ 

- • * > ^ -J } 

7. Wash hands, fact, and other exposed parts of body thorou^ty after using dusts and sprays. 

8^ Wash fruit and vegetablesHpte^fore eating. * - • 

' ■ * ' . '^-^ 

- " ^ . ^ , 'X'- . • ' • ^ . . - ■ 

9.. SubsJ^itute nonpoisonous fi'om poisonous sprays whenever pc^ 

D. Ge^neral Garden Safety Rules , ^ '^V^^'^^ \ * 
1. Use well'-nwie garcCai tools and equipment. ^ » . ^ ' ' ^ ' 



K'-'-'r-'x:' --^^.'v--'^-^--' 

8. keep tobb de^j|d 




6. 



6* Nievcr throw took 



'hen ndt in use. 



■ ' '.jT % / . 

?• Carry cuttihg tools with points facing dbwh'. 

General Rule^f or Poisonous Plsmts 

1. Loam to recognize p9ig6nous plants. 



2. Avoid bodily contact with poisonous plants. * 

3. Destroy poisonous pliu^ln the garden; 

4. Avoid bodily contact with smoke from burning poisb^Jous plants. 
Poisonous Plants , ^ * v 




"■■4 ; 



Below is a list of some of the more common poisonoif cultivated plants. Those marked with an 
asterisk can be fatal if taken in quantities/a young^ild might eat. There is no assurance others 
listed cannot be -f^tal or that this list contains all poisonous plants. ^ o f ; 



Plant . 

^zal^a 

♦Bittersweet ' - 
''^ueboiinets [' ^ \ 
Buckeye (horse chestnut) 
♦Burning Bush . ' - 
♦Caster-Bean Plant ; 
♦Gowbane (Oxypolis Plant) 

Cyclamen 
♦Daphne (Mezeraum) • 
♦Death Camas * 
Dieffenbachie ^ ^ 

. t).e|phinium. * 

♦Dumb Cane- 
. EggPla^ 
' ♦E^ejAanVar 

Crocus ^ 
♦F6ur O'clock . *■ 



v;,;'!^PXgloye • 
4% ^ -^.'if 
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Poisonous 5?rt 

Leaves 

Berry 

Seed 

Nut , . 
Leaves 
11 parts 
Loot , 
Tuber ^ 
-Berries 
All parts ^ 
Leave* *l 
Leaves ; » 
Any- part 
Leaves 

Any part , 
^ulbs^ ^ % , 
K,ootVsetd' 
Leaves V i^, ' 



Plaint 

Lupines, * . 

Milkweed SpMuts 
(^ome ipecies) 

Mistletoe 
♦Mock Orange 
^Monkshood , 
♦Mbuntain Laurel 
♦Narcissus 

♦Nightshade ^ 
♦Olean.der ' ^ 
♦Peach Tree " . 

(>vhen steamed as tea) 
♦Pimpernel ♦ 

Pinks ^ 
. Poinsettia 
♦Poison Hemlock * \ 

Pokeweed ' ' 
^Pdtato 



Poisonous Part 

Seed§ 

Plan^ 

Berries 
• Fruit 

Root 

Any part 

Bulb 
' Berries 
^ Leaves 



Leaves 
Any paf^ 
Seeds* 
Leaves 
All parts' 
*i Berries - 
I ,.^Seeds,H)roats 



Grieea pepper 

Jequurity Beam 
- (Found on sbuvenir 

dolls & necklaces) 
Jerusaleni Cherry . 

*Jiimon Weed 

Labemum 
♦Lily of the Valley 




ICS 

tpv^ stem 

i^an (bUu:k or 
' red or botii) 

^ruit or yellow 

cherry 
'^'Entire Plant 
Seeds and pods 
Any part 



JPlant 

; Jied Elderberry r 
fiy^endron • 
*$cotch liti^bom 
'^'Skiininia (Skimmia 
Jamonica thumb^)^ 
♦Spanish Boyonet , 
Spider Lily 

♦ Sweet Peas 
•Tomato 
♦Tulip 

♦Water Hemlo^ck 

♦ y ellow J essamine 
Zinnia 



Poisonous Part 

;S<!arlet beilry" . 
Anyp^ 

'■ ' ■ .* ■ * . 
.■ ■* ■ 
plntire plant 

Root 

Bulb 

Seed & stem » 

Leaves 

Bulb 

Roots 

Nectar & Blossom 
L^ves 
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B. 



C. 



.'. D. 



E. 



' H. 



Use only pesticides that are recognized as being reasonably safe for the person using' them. 
Chemicals requiring a*respirator and protective clothing are not for the average gardener, 

• ' . ■ y 

Read the label, every ^ord of it, before opening a package. Some chemicals are harmful when 
absorbed through the skin or inhaled throu^ the nose as well as when taken through the mouth. 
Take-care not to get the concentrated pesticide on your skin; if you accidentally spill it, wash it 
off immehiately , Measure the recommended amounts exactly; never increase the dosage. 

T>on*t smoke while spraying or dusting. YOu can get the chemical into your mouth via cigarette, 
' cigar, pipe, or your C9ntaminated fingers. Wash thoroughly before eating. 

Use a spray no^zle that gives a fine mist. *Spray from the underside of the plant up through it, 
continuously revolving the spray Vod.^love along rapidly; never spray to th^ point of run-off. If 
you stop .to inspect a plant,. shut off the sprayer. Never spray the ground on gerieral principles; 
treat fhe soil only as necessary for a particular soil pest. Don't use s t icker -spreaders' unless : 
specifically recommended by the aianufacturer of the pesticides; some of these decrease effec- 
tiveness by increasing run-off, and others increase spray injury. 

Learn enough about the pests you need to control tp be .able to timeVsprays for maximum 
effectiveness and minimum damage. A singljj. annual spraj^^rg properly timed, may control 
lacebug or rhododendron ,or leaf minor on boxwood, but it iriay take 20 td^O applications, to 
control all rose pests. Don*t spray fruit trees while bees are pollinating blossoms. 

Keep poison sprays away from food plants. Pon*t spray roses next to tomatoes. Don't p!arft food 
crops near ornamentals that need spraying with poisonous mateioAK t 

Cover fish pooh with canvalroefore spraying nearby. The safest chemicals for mammas are often 
the most toxic to fish. Ii 
\. ' • ■ 

Leave, some part 6'f the garden unsprayed, as a haven for beneficial insects. , ^ 



I. Keq> children and pets away while spraying. IMspose jB^ left ove/ spray solution safdy and 
Jrnmediatiiy. Never leave a cpntaihei Ki^it "^tanding^ and qc^er pour it onto ah iiiipervicms surface ^ 
li^^fffclP)^ fonn a puddle; in either case it would inVite investigation by pets and bij^ Depose 



J. Store ail insecticides, fuhgicides^ and herbicides in a place that is inaccessible to chddren^and to 
people unfaniiliar with their characteristics. , 

5-SiTOXIC OR RISK ITEMS WHICH SHOULD NOT BE USED BY CHILDRiEN IN 

AN ELEMENTARY CLASSROOM " ^ . . • 

- The fplji^ii^g is-a list of art supply items which are itnown td be toxic or have a risk potential if not 
Jttsedjj^^^ should never be used by children.in the elementary schools. However, these 

used by the art teacher or classropm Jeacher in their preparati'pn for a lesson. 



Copper enameling supplies and tools 

Printers mk^^ oil base 

Silk screen inks, oil base 

Textile paint, oil base 

Alcohol 

Fixative liquid * 
Linseed oil 

Enamel paint ^^.^ 
Oil paint 

Clear fixative spray 
SheUac, White 
Turpentine ^ 
Varnish, Matte, pints 



Varnish, oil pzdnting 

Brush cleaner 

Rubber cement 

Rubber cemeht^thinrier 

Crackle glaze ^ 

Decorating .colors 
A 4lPone -glazes ^ 
*!Xiquid aluminum 

Liquid steel 

Mold rubber latex 

Mosaic tile adhesive , 

Pahacolite plastic aggre&te 

Sculpt metal 



All spray painting, vanishing, and fixing shall be performed jj^the s^ay booth, near a ventilating 
window or outdoors. 

Felt tip pens must be used oriTyan well ventilated rooms. ^ 
5-6 HAND TOOLS POWER TOOLS - . / 



All tools shall be in good cbnditio^^befor^^ beirfg used. All cutting edges should be sharp and h^idles in 
good condition. Defective to9ls sh^Jl be repaired or turned in to Xi^ pr^er office. All students shall be 
instructed in the safe use and operation oT all hand and power tools prior to their user 

Students shall receive permission from the teacher before operating power tools. 

Power tools, and other electrical equipinfnt shall be, disconnected fromlhe wall plug, by the teacher, 
when not in use. . • * ' " 

5-7 ELECTRICAL OUTLETS 



Electncal outlets shall be grounded when used for power toolsilieating irons, fumaci s, etc. 




-'-i^^^^^^^^^ ; . '■ ■• . ». • • 

M RUBBER GLOVED ' \ V / . / 

Rubber gloves shall be worn \^cn hi^dling dyes, photogr^hic^chcxnicals and etching acids. - 

•> ' , ■ . • . 

5-10 COCKLES * » 

Sec S tate regulation, Cha|>tcr 5-32. 

5-11 SCULPTURE y ' 

Clanlps and vises may be used for andioring WQod bmdcs while carviitg with chisels. 
Bench stops shaU be used to^prevent wc^d sculptures from slipping. • ^ 

Wood and Stone carving will be done in a screened area. 4-^' 
Sculpture stoag shca^ be pfaced on a sandbag to avoid sliying and cracking^while working. 



^ Eiids^ wur« and sh^aip edges of sheet metals arc hazso^ous and shall be handled with extreme care. 
All safety rules pertaxnihg to welding must be followed. See Chapter 4-23. 
^ 5-12 GRAPfflCS , 

/^^^Bcation of acid in the arts and crafts room shall be isolated. Precautions in the usqpf ^^^^ ^^^1 
^^^Red. When mixing acid ^ solution ^fj^ water, always add acid to water. 

Gouging, scratching and inta^io tools shall be^ in safe w(M"king condition and shall be used Only in the 
prescribed manner. 

Stops for linoleum or wood blocks shall be used while gouging or carving. 

The safe use of gouging tools and stencil knives shall be demonstrated and rigidly enforced* • ^ 
Oil based silk screen inks must be used in a well ventilated room. 
5-13 CRAFTS 

The s^e use of ali small hand tools, materials, and electrical equipment shall be demonstrated in ^ 
advance of pupil participation. » ' , ^' . 

Soldering stations for gas and electric soldering shall be separated from other work areas. 

, ■: . 93 • '«- * , , 



The grinding whed shall be well anchored to a firm base aiid s^aU have a shield. ' ' 

Go|g||tes>dTe to be worn when using the 
The add pickle should be litx:?^| 



...> 



Met^ forms being pickled should always be handled with copper tongs. The hands shqulcl be pr<|fctted 
.with rabber ^(j|es, ■ . ^ 

>14 CaBRAMICS . ^ — . ' W 

Lbcate\E^amic|dlns away frpm draffe, fjammable materialV, and younger pup&. • i 

N?aintain an effective counter balance oa the second kiln lid. Asbestos gloves^buld be worri for 
han'dlifig hot ware in unloading ceramic Ij^iln. Opeh kiln by raising hd in stages. ^ ' 

Avoid loose clothing while working near a 4iot kiln. ;^ 

Use eye shields- or goggles when grinding glazed ware. 



excess 



The use of a manufactured or improvised booth for spraying glaze is recommendeS'to control 
glaze. . ^ • . 

. * ■ r If . . 

Pupils shall be instructed and supervised in dipping and pouring glazes, and shall be cau.tioned to wash j|L 
hands after glazing. . ' / 



A breathing niask shall. be-usedbjV an^Sudelfit onteacher glazing with a spray gun. 

•k " « " \ ^ "V . ... . . ' * ■ • 

No lead .glazes may be used in the elementary grades. • ; : 

Firing racks and forks are to be used to introduce and remove ware from ^the enameling kiln. 

Acici resistant counter tops and gjass containers are to be used for acid bath. Hands are to be protected- 
by rubber gloves. Use copper tongs. ^ ' 

Maintain a working pyrometer to prevent over-firing and to check interior temperatures for the safe 
^operation of an enameling kiln. Do not,wear loose clothing, especially cuffs and ties, wli^e.nameling. 

If potentially dangerous materials are being used, such as glass and tile for mosaics, di4precautions 
shall be taken for safe handling. ^ * \ ^ / 

Wash all surfaces ^nd floor i*egulari/to avoid excessive accumulation of clay dust 
5-15 AUDIO-VISUAL EQUIPMENT 

A. ^|in<:ipal's Responsibility ■ ■ 

Lacl, srhool prinripnl and meflia specialist will be responsible for the proper carc^ usc^ and' * 
operation oi jll school-based audio-,visiial equipment. , ' ■ • 




> At the *discretioh.j|||PP^ pupUs may ^^ssist .in the operation ortapc recordcjsi 
,rccprd pbyersj projectors, etc^ bein .. 
^mu$t bC;5pbject to the^f^^ . ' ; . » ^ • •* 

1. FropV training of each piipil must be undertaken by qualified facuhy 'mcmbepswho wi^ * 
supervise all activities in whi^ audio-visual cquif)ment<is being ^ . o V . 

•Vt. ^ ^ • ■ , . 'V-' V--. • ■ . 

K ^lamitiations / ^ * , ' ; 

A studentj^aU notbe jasked to operate any puece of audio-visual equipment unless ^^has ^een ^v* . • 
thoroughl^hecked out by a qualified operator of that f^articiilar piece of. equipmerit/ -^s^^:-/-/ 

C. .InspectipiT-- . ^ '^^ •/ ^ " ' ,,, ik V-^S/->, 

All audio- visual ^qqipment should bejrispecfed periodiqally by qualified members of the faculty^c'^^*^ > 
;^ and/or maintenance division. '.Faulty inspectipri shall be **Jled Tagged" and put out 6#serVice '^^^ 
^. until repaired. ' \ ' /• / 

D. ! Repairs . > ^ ^ ^ : ■ . • ^ . ^ ^ " . 

Under no circumstances, shall any pupil be asked to repair audio-visual equipments i^Il repairs* ; -"^ 
shall be requested In writing through the principal to the applropriate. office. - ' . ' ,^ " - 

E. Operational Direction . ^ ^ • ' 

• ■■ -^^ ■• V ■ ;'■ :• ' , ■ ' ■ ■ 

To avoid erirors and elirrlinate r\e'edless damage to equipment, all operational/direcCions should be ^ 
.followed: ' ■ . ' . T 7 ' ' :^ „ 

F. Tech^iical Questiions ,^>«, * * ■ / ' '^-^ . > 

•■■ ■ ■ ■ ^ ' ' ■■ / ^ ; ^- ^ ■ ■ 

All questions^.of a technical , nature should be dii|||^d to the Department of Educational Mc"5Jia * * 

aafl Technology. . : 

« 0. • . ^ ■ ^ w . • ■ ' i , • « ^ . i . . . 

. ^ ' ' I" ■ ^ , ' . . y/, ^ ^ 

5-1$, DETERMINING STUDENT ELIGIBLE FOR STUDENT DR^VER.EDUCA nOJV CpURSES " 

. \ \ ; .;■ . ;■ , ■ ■ '■; . ■ .... ■ • . v ^ . ' 

Within the limits oF budget pro^sions'and practicability, driver education shall^ be offered during'the . : 
scfidol year to studehts^n Montgomery County high scha9ls on.the basis of the'following priority:, - * ^ 

A To studpg^ts who ar^l6 years oj age- or oldct but arc not licensed 'drivers in this brder;^of grade 

..placement: 1 2, 11 , 10, and 9, wberc'the 9th grade is4ioused with the s^^nior fiigh school. ; 

.•;B.. To students who "will attaii^ their. 16th birthchfy du|[ing th.e school year in this order of gra^o • V 
placcmt^nt: 12, ri , 10. and 9, whcrathe 9th L>radc is fi<uVsed with th^ . 

C. To -students whi) are 16 years of age ()r older and are liceriscd drivers but have not tak.^^n a driver 
education course. . . - p ^ . ' ^ - 



.9 ;') 
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Ta ^lililttts mAio^ sure lSMt yc^ age during the pdiod of mstrucidk^n 



:(|| Juvenile. Court heaniig Kcwe^ Where tfa|p is ^ su:cidcnt 

liDiirdl^yH^ cBuca1idd> car and a student is\t>ehind;the whed, It shout^^ the*' 

^ V ; .driver tirip^ ior the operation of as hehas^access to and use of t|ic 

• ' dUjsd <^^^<$ls*'<>r constant radio cqnununicatioh with 'the students in the cars on the npges. ( 

kesponsibility fpr filing an accident rcport' should be joihtly that of the student^and-the instructorl 
When an acci3ent ocdirs, the fpUow , - i> * ^ * • 

Av Qiti poHce immediately^ 

B/ Arrange for towing 4(i|1^ece§sdty). Repairis should be i|)proved gmd .authpnzed^by^t 
* ? ; of dnver educatio^rOr tHfe director . W 



: pi;ocur^ment 

Coifiplete^^the follbw<ng^ requ^ fbrwarfl to the Maryland 'Department of iftotor 

^ / Vehicles. (Copies to the Bisurance office and driyer education t . 

. 1. ; Mdfor Vehicle Acddeht.Report(DL-I61, 10-66) ' , r 

; ' J[ i 2. ^ Department .of Motpr Vehicles Autoiiibbile Accident or Loss Report Insuran<ie (6 1*5636-8) v 

■t ' ■■' ■ -■ . - /■ . • • . • > ■ " .- ^- ' . I , <>- .•■ ■ . ! 

D, If there is jp^^jbnal. injury , fill' lauf standard accident form in detail and immediately file with the 
/ > Division of Insurance.' (Copy shpuld be sefct to the driv^er education supervisor.) ' ^ ' ^ ^ 

r-/ ■ Wdjdfy* d^ sjapeivisAr of all accidents. Detail^ written reports should be sent to the 

*.* superyisoilf by thewnstru^fbr, the driver of tjie car, and each* passenger in the driver educatipfi car: • 
' V ..Details should incluxk ti^5e^^jp^kc^^f^ Why' acc*den%^^^ damag^V^w^at . 

' * : ^siipteOTsron by teacher; hbw^^ •» 

^ ^' ." • - *: • • ;> ''^^ 

, 5-W INSURANCE FOR DRI^ 



' The Montgojntryi^County tublic Schools^rec'eivi^ a reduced 'motor vehicle iiuVraitce liability rate on * \ / 
driver education cayS. This rate is approximafely 7<5^ per cent ^o^ what is pai^ioppur regular stafPcars ; 
. which.^are used on a 2.4'hour bjfiis.^It is assuinedHlilt driver^ education not b& used by} , / . 

instructors for personal use; 'Kwrefore^ it is heceSsiary that^Strict conjol be maintained over these ' ; ' 
' vehicles by the prinpipjjs. County [^pgU^ry ^ f oriros the persdiial Ase of. these cars, including taking them^ *i 
* / home,. (For complete driver education inforntation, refer ioVriver Education Cpurse\of Study-) \' ^ - ' 



5il9 h6mE ECONOMICS , / 
A. Use a pijot fight ^or lightin^a gas range, if 



ble; othenjrise use safety ^raatcjies, 



' .* B. ♦^hen ia g?K.^urher is lighted, put , the lighted mStchon the.bunicr; then turn on the gas. - 



D. V Turii off electric stoves before cleaning. (It is preferable to disconnect.) 

E. When cooking on the range, turn pan handles to the back or side of the range to prevent spUUng. 

F. Disconnect appliances by pulling out plug, npt by jerking cord. > 

G. In deep frying, fill kettie no more than half K^U so that it will not bubble over when food is 
added. 

H. If fat or grease catches fire, cover kettie with lid until fire is smotiiercd. ! ' 

I. Always cut away from the body. • 

^. Always use pot holders for handling lairge heavy pots. 

C. Buy only electrical equipment approved by Underwriter's Laboratories and guaranteed by the 
manufacturer. ' i 

Do not operate or connect electrical equipment wfien hands are wet or when you are standing on 
a wet floor. " 

1. If smell of gas is evident, call a repairman at once. Extinguish all open flames immediately. 

I.. Keep all emergency phone numbers (fire, police, aiid doc^r) handy. . ^' 

). Use only nonslip wax on floors. 

Never walk away from an electric stove without turning it off. 

\. Poisons shoald be plainly marked and stored in a locked cabinet. 

L Keep a sturdy stool or stepladder for reaching top shelves. Flush leftover portions of prescrip- 
tions down the toilet. 

Avoid placing metal spoons or forks in the sink disposal. 
Use a rubber mat in the bath tub. 
. Do not store oils, paints, or other materials which can cause fire in closets. 

. Wrap dust from vacuum cleaners and carpet sweepers in paper and put in outside trash cans. If 
thrown into a fire, dust can explode. 

. If a razor blade is used in sewing, it should be a single-edge blade. 
Provide a flameproof ironing board cover. 
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y^iYi : (ilf if is nepe^s^ to fill a^steam kon yhile Jiot, be ?urc to disconnect it first. 

*. . A \ , ■ ^' ' . , ' ■ 

2!^,^ Alw^^ us^ a pvi't^^ do hot put pins (>r needlejs in the mouth. 
- AA. To avoid cra<i$^hg'or breaking, dd; not put cbld^water into a hot glass or enamel ytensil. 
■ BB. Leave pressure<:ooker closed tit pressure has fallen. ^ , 

Cti^* Be iJlJre that l^ 

■•■ ■ ■•4;. !>• ■ ' 

DD. Stairs^oiuld always be kept cle^ bC^^s, cleaning equipment, and all other items,. 

;\" V' _ . ' ■ . ■ 

^E. Hang RpaVy mirrors or pictures with strong picture hooks. Do not rely on a single wire or cord to 
^ field them. ... 

.5-20r SAFETY IN MUSIC CLASS V/* / » ' 

A. ' Instrumefits should be checked frequently to identify protruding parts such as loose metal or 

protruding noils. . 

B. Children are prohibited from pushing pianos. 

C. \\I1 wind irfstrUmicnts should be cleaned frequently. Children should not blow another child's 

instryment. ' . \ 

D. Metal stripping on instrumental storage shelves should be kept intact. 

E. Large instruments should be securely stored and placed as low to the ground as possible. 

F. During instrumental classes, cases should be stored out of the path of other students by placing 
under chair v^en small enough of by closing and placing iit on a shelf. 

G. Fields should be checked for*hazards (holes, glass,, protruding ^objects) before marching band 
practices. 

H. Intense heat or cold should be a determining factor in scheduling outdoor marchiftg band 
practices.^ '* 

I. Choral risers should be checked thoroughly before being used. 
J. Seated risers shoufd have a rail and step blocks fof safe use. 

K. Unsafe conditions should be reported immediately to the principal, and the riser shall be placed 
off limits until it is satisfactorily repaired. 

L. Robes and gowns should be short enough to eliminate any possibility of tripping, 

M. The use of lighted candles in musical activities is prohibited. 
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5-21 SAFETY IN PHYSICAL ED 

A. Administrative Responsibility 

Safety must play an integral 
that will aid ia eliminating or r minimizing accidents. 

B. Orientation 



CATION 

for Safety in Physical Education 

part in physical education instruction. There are certain controls 



Making teachers aware of estaljlished rules, regulations, and procedures contained in the Physical 
Education courses of study, irj the Montgomery County Public Schools Policies and Procedures 
Handbook, and Safety Manual 

C. Unique Situations 
Formulationjof policies to cover variations in physical layout. 

D. Rules and Regulations 

All rules and regulations pert; 
the attention of the staff. 

E. Periodic Inspection 

All physical education facillties,^quipment, and grounds should be checked periodically to 
eliminate hidden hazards or unsafe conditions. 

5-22 INSTALLATION AND MAINTENANCE OF PHYSICAL EDUCATION FACILITIES 

A. There shall be continuous evaluation and research on the safety aspects of facilities, equipment, 
and supplies. 




ing to the use of facilities and equipment should be brought to 



; B. 
C. 



Only approved equipment shall be installed on playgrounds or in gymnasiums. 

The school administration shall confer with the physical education supervisor regarding the 
location of physical education equipment and apparatus before installation. 



D. All relocation of equipment must be approved by the school administration, supervisor of physi- 
cal education, and director of the Division of Maintenance. 

E. All physical education equipment shall be installed according to the standard specification for 
that equipment or grade level. 

F. Playing surfaces should be free of obstructions, uneven surfaces, and slick spots and should be on 
level ground when possible. ' 

G. Red Tag - Equipment found to be faulty shall be labeled with a red tag and immediately 
withdrawn from use. 

99 
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S-23 SAFET\\lNSTR<tt;TIQN 

Adequate instruction relative to the many facets of physical ediuration activities will eliminate inany 
needless accidents. Instruction in proper skills and attitudes while in the locker room, gyni, shower \ 
room, etc. Definite procedures should be set up to cover before-class activities and supervision of those 
arriving early. Activities should be organized so that skills will b,e progressive. Care should be taken not 
to place a student in an activity or situation for which he is not' structurally or functionally prepared'. 
Certain activities require large and more secluded a^eas for $af€ execution; these areas include archery, 
golf, etc. ^ 1 ' -W \ ' ' 

5-24 APPARATUS, STUNTS, AND TUMBUNG . 

A. Instruct students in: \ ' , ' " f ^ 

1. The safe use of equipment. ' , 

2. The dangers inherent in each stunt. - , r 

3. The proper mechanics of each stunt^ 

B. Condition the student in advance of each apparatus stunt- 

C. Present a good demonstration either by teacher or capable student. 

• - , ♦ 

D. Provide sequential instruction allowing for mastery of fundamentals before attempting more 
complex moves. 

E. Make sure that each student has a clear Understanding of what he is attempting. 

F. Remember that the proper uniform is an important aspect of safe, pleasurable gymnastics. 

1. Remove all jewelry, bracelets, pencils, pens, etc. 

2. Use sneakers or gymnastic shoes. / - . 

G. Insist upon proper warm-up period before attempting any stunt 

H. Magnesium carbonate should be available and used. v 
5-25 TRAMPOLINE 

A. Keep mats as clean as possible. ^ . - , 

1. Carry mats rather than drag them. 

2. Insist upon proper methods of lifting and carrying mats. One*student should not be assigned 
to carry a mat. 

' * ' ■ U^o 
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S. Keq> street sKoes off mats. 

^ Place ijSlts arpund iqppaiatus 

* • ■ *. ■ ■. /' ■ ' . ■ , ' 

C. t)o not oycriap or leave spaces^ between mats. • 

D* **Horseplay** is prohibited. • * * • 

. / . • ^ ■ « 

; E, Performen; should have complete knowledge of what they are attemf} ting. 

j F. Minimize distractions during class. r . ' 

I G. Spotting is an essential to trampoline activities. 

; H. Instruct students not to jump frdm canvas to floor. (See'MCPS Regulation 505-8 on trampo- 
lines.) ^ / 'o " , 

5-26 TRACK AND FIELD, AND INDCX)R SPORTS 

A« Dashes / 
V i. Remain in laae (even'after finish of race. 

2. Avoid making abrupt stops at completion of race. 
j' ' 3. In order to maintain balance, avoid looking from siae to side. ' 

B. Relays ^ - 

h /Remain in lane until incoming runners have passed. 
2. Avoid running too close to curb. - 
i • C, Distance Races 

i 

1. Proper conditioning is essential to safe distance running. 

2, Stay on feet and walk at ^nd of race, do pot sit or lie down upon completion of race. 
I D. Broad Jump ' ^ 

1. Check pit and surrounding area for hazards such as glass, roC^s, metal, etc. 

2. ' Check take-off board to insure that it is planted firmly. . 

3. Pits should be constantly loosened to prevent the pit material from becoming impacted. 
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E. fhirdle$ ' ^ - 

1. Start low and work up. ; . ^ • . 

.•}.••.. I , ■ ■ ■ > ■ , V ' 

j 2. Use lig^t croissbars when leamingi 

I s. Place hurdles appropriately so jumper has safe landing place. 

4. Allow adequate space between hurdle lanes. 

F. : High^Jump . 

1. Check high jump standard to injure its being planted firmly and that there is rfo chance of 
its falling.' . ^ 

2. Rcjjnove cross bars and pegs holding cross bars when not in use. 
3; , Check pit to remove hazards. 

4: If using fgam rubber type material, remember that it may not be stored in school due to fire 
potential of material. 

w ■ . ■ 

5. Pits should be built up to minimize descent once the bar is cleared. 

6. Students should receive careful ijistruction on proper landing form. 

G. Shot Put - 

1. Use Softball for putting before using regulation put. 

2. Persons not engaged in putting the shot- should stay behind the circle. 

3. One person should be designated to return the shot by rolling at. • 

4. llie roUin^ shot should be stopped by using the foot. 

5. ' Playing catch with the^shot^s prohibited. ^ 

' ' . . ' ' !' 

H. Archery * < . ' * 

■ 

1. Always check equipment before using. 

2. Use arrows that 'are the correct length. ^ 

• 3. Shooting and retrieviirg the arrows should be done on cbmjmand of instructor. 
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' L Basebsdl' \ ' . - ' , 

The playing of baseball (hardball) in thfc elementary or secondary school pibgram is prohibited. 
* EXCEPTION »^ playing baseball shall be confined to scheduled games and practice sessions of the 
juniot and senic/r varsity games'in hi^ school. • ^ ■ 

L Players will at all times wear appropriate protective gear. 

2s All players ^will^haye had satisfactory-medical examinatioh'prior to playing. 

J. . Basketball ^ • • / * 

1. Proper shoes shall be worn while playing. • * ^ - 

2. Games should be closely supervised to avoid unnecessary rough play. ' ^' 

3. Students wearing glasses should wear protective eye guards or safety glasses.* 

K. Bowling. - ^ 

l.> Handle ball carefully to avoid dropping on toes. 

'2:' When taking the ball from the rack, exercise caution to avoid finger 'injuries. 

3. ° Check approach before bowling. ^ , . 

4. Grip ball firmly to avoid* ball from slipping ffom grip or back swing. 

5. Stude'nts are to remkin seated until it becomes their turn to bowl. ^ 
L. Golf (on school premises)^ 

1. Choose practice areas where golfer may take a swing without fear of striking other students, 

2. Us^ practice balls to "avoid danger of being struck by golf bklls. 

3. Strict adherence to safety rules is a must. ' 
•M. Horseshoes ^ 

1, Stand to the side of court and never to the back. 

2. Place a court where people are not likely to pass through/ 
N. Lacrosse 

1, Proper protective equipment shall be worn when playing liifrosse. . 

103 
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J Ij Swing^g on ropes is prohibited. ; 

2. Only one person usifig ropes at a time. , ^ 

3. WMe W^tihg a turn, students shaU stand at a safe distance to avoid being "flipped" bv the 
lower end. of the rOpe, ' ^ o rr / 

P. Soccer ' 

1 . -All body contact should'be kept at a minimum, . * • ' 

2. Players are to remain pn feet. . . . . . 

Q. SoftbaU - 

, 1, The catcher shall be required to wear acatohtr's mask. , * 

. 2, Bats will have a minimum of^ 12 inches of tape to lessen the possibility, pf slipping from ' 
batter s grasp. - / . rr & 

3. Sliding shall be prohibited. 

4. The use of spikes is prohibited. 
R. Touch Football 

1. Leaving feet to block is prohibited. 

2. Blocks should be of a screen type only. ' ^ - 
, 3. Fumbles or loose balls shall h^c dead when they hit the ground.' 

4. The us^ pf elbows for blocking is prohibited. 

5. Cleats are prohibited. • 

6. Purits will be considered a freckick. (Players do not rush punter.) 

' • ' ' I 

S. Weight Training' , 

> 

1. Activity should' be confined to restricted area 
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. 2, Students waiting to participate should do so at a yafe distance. ' \ 

• 3/ Security collais should be checked before ^ch lift , 
When using heavy wd^ts, spotten shoul^i^e used^ 

T./ Wrestling * 

, 1. For competition purposes, students should be matched iU' weight, muscular dcvelppment, 
'and skill as closely as possible. 

2. Instructiori should start from the refetee's position. 

' > _ ' • * f - 

3. " Tt^bling mats should be placed around the wrestling mats. 

• ■ «»j 

* • " * » 

4. Fingernaik should be cut 1 ^ 

5. JevN^elry ^hould not be worn. 

6. All matches should be closely^supeivised. . ^ . , 
' 7.. Only^one match should take j^lace at a time. >^ ' 

8. ^Teachers should exercise extreme caution when demonstrating a hold. 
5-27 EYE PROTECTION 

A. Elementary Pupils 

'a It is strongly recommended that parents ol elementary school children who wear passes be 
encouraged, to provide children with safety glasses. Administrators may notify parents of this 
< recommendation at a PTA meeting or through a bulletin. 

B. Secondary Pupils 

♦It is recommended that students in the secondary program while participating in physical educa- 
tion classes: ^ 



1. Wear safety glasses. 

2. Wear protective masks to protect glasses. 
5-28 SHOWERS 

A. Shbwer rooms shall be used only under strict supervision of a teacher 

B. Running or playing in the showerroom is prohibited. 



C. Standing on locker room benches is prohiljit^^^ . - ~— 
Snjp^gof toM^at ^ 

E. Use- of the ^master shower control is the responsibility of the teacher. Students shall not be 
assigned this responsibility. . . ; 

F. ^Swinging or chinning from bars of pipes in the locker r<iom is prohibited. _ 

G. Benches should be inspected frequendy for splinters, prptruding nails, shsErpxomersi etc. ^ 
5-29 ADMINISTRATIVE RESPONSIBIOTY FOR TRAINING OF PI^ 

It shaU be the responsibility of every school principal to develop a method oLlraining playground 
aides in the techniques of^safe playground management This may be most effidently" accomplished by 
cooperative faculty planning aind in conjunction with the school physical education teachen 

5-30 JiJOON HOUR PROCEDURES FOR TEACHERS AND PLAYGROUND AIDES . 

The following guide has been devised t6 assist elementary schools in establishing sound practices for 
the supervision of children during the noon hour. Furthennore, there are guidelines and standards for 
safe and acceptable activities, established both indoor 'and outdoor, which will serve to make the 
noontime play period a learning experience for children. Playground aides and teachers are expected 
to be thoroughly familiar with these rules. . . ; 

A* Division of Playground 

The playground might be divided into areas of activity, being certain every child knows thp 
activity permitted in each area. 

B, Acceptable Outdoor Activitiejs 

1. Rings, tether baU, volleyball, basketball skills, jungle gym, hop scotch, jump rope are accept- 
able activities on the blacktop area. Haphazard running, chasing, and tag games on the ^ 
blacktop ar^ no f permitted. * - — 

2. Grassed area is to be used for activities that have been taught by the physical education 
teacher for the grade level using the area. 

3. Baseball and football games are not permittee^ at any time. Skill work-in both of these sports 
is encouraged in the fifth and sixth grades. 

4. ' Consult Physical Education Course of Study (bulletin No. 196)7or detailed list of accept- 

able outdoor activities. ' 

5. It is the responsibility of the teacher to instruct their students concerning standards for 
safety and behavior as well as which activities are permitted on the playground and the 
designated areas for these activities and to supply the necessary equipment. 
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6* It is the responsibility of the aide to sec that common sense standards of safety and behavior 
are being observed, to correct youngsters in a proper manner when deviations from these 
, standards occur, and to maintain all playground rules with a minimum of description. 

7. Children arc not to play with neig^iborhood pets-, to thi[ow or kick dirt, stones, sticks, and 
debris on the playground or into neighbors' yards; to attract and/or disturb children and 
pets in neighboring yards;^ to bounce objects dn school walls; to wrestle on ground; to climb 
trees; to hit one another even playfully; and to tease other students. 

8. Sharp objects which could cause injury, such tis metal cai>s, broken glass, and stones, shoiild 
be removed to trash cans by teachei or aide on duty; or if the quantity of such^objects is 

^ large, notify the custodian and keep students 'away from this area until H is safe for play. Do 
\not ask a student to pick up the sharp object and put it ia trash container. Any item on or 
tiear pliayground which would cause injury, such as a hole in ground, beesi' nest ih tree, and 
dead or broken branches, should be reported to office. Such areas are "off limits" until they 
are made safe. 

*• . , ' • ^ 'I 

Acceptable Indoor Activities ^ " 

1. When rain, snow, or bitter cold dictate that students should remain indoors during their* 
lunch time play period, it will be the responsibility of ekch teacher to instruct his class as to ] 
which activities are permitted, within the room and to make available for use those games, 
puzzles, and other equipment which C2i^ be used. j 

2. Consult Physical Education Caurse of Study (Bulletin No. 196) for det^led list of accept- 
able indoor activities. 

3. It, is the responsibility of the. aide to maintain order, to encourage propej-^tandards of safety 
and behavior, tp correct youngsters in a constructive manner when tfiere is a violation of. 
rules, and to caution children if it appears that emotions and excitement are mounting to a 
point where incorrect actions may so5n result. 

4. Youngsters who are chronic violatdrs of rules, and those who commit serious offenses 
should be sent to the office. It is the duty of an aide, when checking out, to verify that a 

, student sent to the office did, indeed, report. 

5. ^ Injuries and illness in the classroom should be treated the same as those which might occur 

on the playground, . 

Policy Concerning Children Who Stay in During Outdoor Play Period 

If for reasons of health, discipline, or completing assigned schoolwork, a student remains in the 
classroom during the outdoor play period - he or she is the responsibility of that teacher. 

Specification of "Off-Lin)it*' Areas 

Teachers should provide students -the opportunity to use rest rooms and water fountains before 
they go to the playground. Some emergencies will arise and aides are requested to exercise good 
judgment. No student should enter building during play period without the knowledge and 
consent of person on duty. 107 
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1. ChUwen are not to play near windo\^ of d^rbom 

2. Ghfldren are not to leave school property. * \ 

Rules for Safe Use of fli^anenf Equipment v ' - ' . * • \ 

1. Do not use when wet. ' , ' \ • 

• ■ • .•i'^ ■ ■ ■. ■ ■ ■ V ■ ' 

2. Form a single file linej^ awaiting your; turn 'to use all equipment. 

3. Opposed thumb grip shoulH^>e use^ on all climbing and swinging structures. . 

4. -Do not sit in.monkey rings, But rather swing from one to-the other until you have reached 

the end.« . » ' ' v 

* , ' i> .' ■' 

5. Next youngstfer docs noti^berfh to swing on rin^ andPSur* until ^rs^ child has completed hjs 
turn. \ ^ ' ^ ^ ^ . 

6. Concemmg the jungle gym, rihonore than SO^students on the large or 20 on the small jungle 
V gym are permitte^iiat any . time. Caution should be exercised to avoid- stepping on hands. 

Pushing and crowding will not be tolerated. • 

^ . \} , V, * . ' \ \ . . 

Responsibilities of Playground Aides arid Use of Disci^^ 

1. Since the primary responsibility of the playground aide is the supervision of all youngsters 
on the playground, aides shall not participate in or empire any games or activities. 

2i If playground' rules are being l^kfcn, aides are expected to speak to the child in question in 
a constructive manner and tone. Exain'ple: "J ojhn, please ^do not' run on the blacktop. You 
^may run ihto spmeone and hurt him o^/you may fall an<l skin your knee. Play tag*on the 
grass area." , ^ V ; 

3. If a youngster con»stently violates the rules of the playground Respite reminders (insubor- 
dination), refer him to the office. • 

4. If the first offense of child is serious (example: breaking a window, fighting, using profane 
language), refer child to the office. The administration.and/or teacher will determine disci- , 
pline. ' „ 

5. Never tell a youngster to sit in the classroom the remainder of the period. 
Injuries, Illni^sses, and First Aid , 

1. ' In case of injury to one's pride, be sympathetic and understating. ' ♦ 

2. In case of minor injury (e.g., splinter, cut, skinned limbs', bump on head), send student to 
. office immediately in the company of'a fellow student who is considered responsible. 

108 ' ' ^ 
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3. In ease of serious injury, notify the front office immediately by any expedient method at 
your disposal (interrupt a teacher'^ class if nceci be sp the teacher can help). Beware of 
, moving child. Keep area clear of other youngsters. Momentarily, at least, the welfare of this 
child^ecomes your sole responsibility, (Sec First Aid Procedures.) * ^ . 




4. If a child becomes ill, he shouU|^^^^^^^K in the company ot a responsible studrnt 

5. First aid should, wherever pos^B(||||^p !qpl^red in the health room by the offu 

6. Should an aide ever leave the playground area while on duty? If in yoOr judgment, the 
safety, welfare, or survival of a student is dependent upon such action, do not hesitate. 

I. Procedure for Termiaation of Play Period 

1 , When bell rings, children should line up on designated area space. 

2, When a line is orderly, you may dismiss children to enter the building. 

3, Students are to go in the building quietly at all times in an orderly manner and single dTe, 
5-31 MCPS REGULATION 285-6 ~ RIFLE CLUB REGULATIONS 

Rifle club advisers, working with the assist^ant superintendent for administration and the supervisor of 
safety, prepared these regulations to provide direction and safety procedures for the operation of rifle 
clubs and related activities in the^lontgomery County Pdblic Schools, All live firing of firearms on 
school ranges or any rifle club firing at any other rifle railge shall be conducted in accordance with' 
provisions set forth in this regulation. 

A. Use of School Ranges hy Schools and Outside CJroups 

School and community groups desiring to-use a range shall obtain permission hy the following 
procedure: 

1. Obtain permissu>n rroin the school administration to use the range hy submit tinf; completed 
MCPS Form 2:^0-3, Application and Agreement lor Use oi School Facilities. 

i > 

'2. Appliccitions lor the use of the rille range must Ire accompanied by written verilu ation that 
the group adviser has sue cesslully ( ompleted requirements set forth in Sec tion 2 of Instmi 
tor Qualifications. MCPS Regulation 230-1, After-S( hool Use of Facilities, lists polic ies and 
procedures which govern ;\|| use of facilities. After permission has been granted l)y the 
administf.4tion, a copy of the approved application to use the range must be submitted to 
, l>ivi>^i<>'Ll><^>pt'rations hy the princ ipa | of the s( h()()l wIutc th^.m^Leis. 



1^. Control of Ranges 

The control of eac h iiring range is the. responsibility of tire person ni ( liarge of firing. This per 
shall he desigu»ited hy the s( hool administration. 



1. Range regulations shall be posted in a prominent place at each range. The administrator of 
each school having a rifle range shall select the person or persons responsible for preparation 
and publication of the Range Safety Regulations. These regulations shall include the particu- 

• lar requirements for safety of each range. 

V 

2. A rifle club instructor or other qualified instructor shall be present on the range during 
firing. ^^^fc, 

3. Under no circumstances may any person or pr other than designated advisers or 
instructors be allowed to supervise rifle range firing, m the event.that the designated adviser 
or instructor is unable to be present, firing shall be prohibited unless a qualified substitute is 
available and specifically ;issigned by the school principal from that school. 

4. Outside school groups using the range shiill comply with existing niles and regulations for 
that range. The person requesting the use of the firing range shall be required to enforce 
such regulations. 

5. The person in charge of firing sh;ili inspect the range for safety prior to any firing. 

(). Firearms shall be inspected by the person in charge of firing for obstructions, live rounds, 
and i»eneral seryieeabiii ty prior to and after firing. 

7. Firearms not in use on the firing line shall he plated in racks with the actions opened or the 
firearms cased. 

Storage of Firearms 

1. The school a(hninistrator shall desit^nate a storat^e piacr for aii firearins issued to a s< hool or 
brought into the S( hooi by rifle club nieinbers, 

2. All firearms shall he set ured in: 

a) Army ra( ks in .u ( ordaiue with army set urit\ |)rat lie cs or in a sjxh iai h)t ker provided 
with a lot k. 

h). Anununition sliall he storetl hy the t iui) adviser in a st^tMUe |)iat t- untler lot k and key 
away lrt)in ail firearnjs;<st hoois nia\ use a vault for storage purposes. 

t ) Firearnis^ntl ainnuunt i(»n may not i)e storcti in liall loc kers nntit-r anv t irt uinstaiucs. 
(ieneral Re^dalions 

Stntlents '|)arti^ipatin,^ in lifie » hii) ac tivities nuist transjxut then fin ain\s t(» st h(»oI hv 
private nu'\uis. 

Upt)n^ arrival at st hooi, all firearms siiail he tieiivered to a designated representative ol the 
school atlininistration. liie firearms siiail l>e locked and stoicci until lific- c liih ac tivities 
he^in. 
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a) Storing firearms or ammunition in students* lockers is prohibited. 

b) All firearms shall be unloaded and cased when being transported. 

3. Rifle clubs may use school buses for transporting members and their rifles and ammunitiojqt ^ 
for regularly-scheduled club activities provided their adviser accompanies them on the bus^l^^, 
and from the activity. Rifles shall be unloaded and cased at all times when being transpoi;t?e4. 
to and from competitivcjMCts. In the case of illness of the faculty adviser or some d^tt^' 
emergency, a teacher|||^Hl with these rifle club regulations and appointed by the',J)rtja- 
cipal must accomm||m^^|||||^o and from the activity. (See MCPS Regulation[ 2^1&^1, 
2-b.(19),page4.) 

4. Except for transportation i)f rifle club, transporting firearms and ammunition dh, Mont- 
gomery County public school buses is prohibited. ' | . 

Instnictor Qualifications 

1. All rifle club instructors shall be members of the schools' professional staffs. ^ 

2. Instructors are required to be certified by the National Rifle Association. 

ii) The NRA Certified Rifle. Pistol, or Shotgun Instructor Certificate ifiay be issued to an 
individual NRA member 21 years of age or older who has demonstrated that he is 
capable of instructing others and administering courses of instruction in the safe and 
^ efficient use of firearms. These certificates expire annually but may be renewed by 

filing a renewal report with the NRA. or by request, no later than ohe mont>i after the 
period of validity has ended. KacV applicant for the NRA Certified Rifle, Pistol, or 
Shotgun Instructor rating must furnish evidence of his capabilitirs by doiny,^ the follow- 
ing: 

(1) Submit, a written recommciulatioii from an NRA Certified Instructor or NRA 
"I raining Counselor; 

(2) Complete the CU-rtifietl Instrut tor examination with a y^^radc ol 90 per t ent or 
more; and - I 

(H) Where an NRA Training Counselor is available, (omplele the appropriate NRA 
lns!ru( tor iVaining C^onrse satislat torily or furnish evidem <• that he has served as 
an insinu tor lor a minimum of 100 hours in a Small Arms Training Course. 
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The NRA rvaiiung Counselor Certificate may be issued to an individual nuMuber of the 
yi -a js ()1 age or older who has demonstrated outstanding, adm ini^sf^tiye aiul 
tea( lung skill as a Certified Instru( tor. These t crtifii ates expire annually but mas' he 
reiu-wed by lilin^ a renewal report with the NRA, or l)y retjucst. no later than one 
moiuh after the [)eriotl of validity has ended, l-.at h t aiulidate for the NRA Training 
Counselor rating nmst furnish evideiuc of his ( apahilit ies by doin^ the followin^^: 

(1) Hold eithei Certified Rille. Tistol, oi Sholgiu\ Ccit ili< ate tot a minuuum of uuc 
year. 
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^ > (2) Submit evidence that he Has served as Chief Instructor nn at least one registered 
NRA Basic Small Arms Training Course. 

(3) Be selected to attend and successfully complete an NRA Training Counselor 
Course, . - ^ . , 

Target Area 

L No one shall be allowed in the target area without the authority of the person in charge of 
range firing, ^ \ c ' 



2^ Only^^^H^^ N . "^li Rifle Association shall l)in ir^cts or their equivalent shall be 
used on the range. . ' . 

Control of Students' Firing on' the Ranges 

The person in charge of the firing is responsible for the control of students* firing on tlie range. 

1. A student shall not fire on^the range, until he ov she has satisfactorily c^omplcted ti prelimi- 
nary rifle markmanship course, Each student firing on the range must satisfactorily com- 
plete a written test on range safety. One copy of the student's completed test shall he kept 
on file with the student's school records. 

2. Frequc'^ rminders of range safety shall be l \ en by tli. 'i m ct firing to n w 
and I ''*-(iuent users o'" th rani/ Mi or to Ir ir firing. * 



'3. Unnr« \ noise, talking, . ul micr distiir)ing acts a -Mbhinucd. 

4. No o allowed forw/. d )ii lirini; line AitlK>ul an <Tr d ihr pc^ m chati;= d 
fini\i 

r>. l ilies f ihihited hy t nMipctition rules, toat hcs may hr all \vid ^ni the nn^ .uniils m 

a p( si: Ml as not to interfere with the proper and safe operauon (d the i \\\(.\ 

Firing lane Piot ednrt s 

1. Fiv -hall n(*V(M he id( i' . the stivd^^Mias tak< osi ^ .u du mt^ poini nid 
th( lid LOAD*' he« ( ii vvitli tli lirearnip» d ard the i irri. 

2. n siiall he ins: ( ( ted ihe person u charge ei\ -e for sei ( eahilit\' p > >! 



n 11 shall h(* issn 1 oiil ^ tfie peison in < haige <-! !' e lirmg i.nii;(\ 

4. Ac ti' all tiKMnns cm the lan^e shall he kept open at .ill times when not. ( ased, ext ej)| 

aftci onunand **LOAl)" has he(*n given h\ the person in i har^e of {Uc fiiMii;, (>nl\ 

thi>se s^ (icnls on the firing linci. nia\ then t lose the ai lions of then fireainis. 
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5. No one shall fire until the command **COMMENCE TIRING" has been given by the person 
in charge of range firing. 

6. Instruction shall be given to all students on the firing line as the proper procedure in the 
• case of rnalfunction. In case of **misfire," the rifle action shall be opened only by the, 

instructor in charge. ^ ' 

7. The number of persons allowed on the range during firing shall be limite^ to those persons 
firing, coaching, and supervising. / 




8. The only firearm authorized f use on the range is the .22 o^libre riin-fire rifle or pistol ^ 
chambered for cartrid^t mmercially catalogued as^the **.22 short," V.22 long," or **.22 
long-riFle" cartridge. 

9. All rounds shiill be single loaded. 
5 32 THE USE OF SAFETY GOGGLES (MCPS Jlcgulation 525-15, 3/1/65) 



WHEREAS, The State : 

ixnd rare of protective ( v . vi' 

WHEREAS, It is the in 
menrs of this bylaw \um 

Resolved, That in ;h t on; 

^i .itors upon entering ai [jaj> 

( f> rnieal-physic ill labor;! - s 

iiV^the bylav\ are ii - 
ilications ol tru Ani . ii 

olved. That s. li t\ 
>' and that e.u h \1 n 
tjii tv to ( ovei earh t 

Resolved, That I'.tc ii I(m 
these t^o^^les Tree ol rji 
the above desc l ihed pro 

Kaeh junior hi^h 
entering the jnr.un 
that he needs ttiesc 



ation No. 561.1 approved July 1, 1964, manri. vs the use 

»c publii M)ls of Maryland, and * 

>>Ugomcr\ iounty Board ol Kdu^ ation to implemeni require 
^ thert lort le it 

ite Board <>] i.tUn aiion Bylaw . . 5'61.1,-<ill pupils, t^ .i ners, and 
it^ in V * )( ationai oi industrial ar shops, or chemical jmbined 
dgonuT C(«int\ schools or (olicges* where at tivitu- enumer- 
1 he reij iired > wear, for j^cnerai use, a (over goggle nie<*ting tlu* 
ds Assi lath Safety Code /LM 1959, ami be it Mirth' 



ihed ,r 
iU>' si li 
•lul visi! 



\ia\\ be stocked in the suj)|)i\ management ware- 
• I tollege* shall he issued safety goggles i sufficient 
(jiured to use ^Uf<>- 'gglr . by law, and \ furtliei 



>al ing in i : above dest l ibt 
• eginning »>l ea( h sthool yea 
issued goggles a- follows: 

I shall be issued one set o' s 
(seventh grade), 1 1 retjuiied . >i 



ams sliall be issue set of 

hat ea( h pupil pai i< ' ^i^^)^ in 



\ gt>ggles free of < ha c' Ujion 
en first (crtified b\ i i leat hei 



Mc or more ol the progran^s dc lated as re(|uiring satei goggles 



*M(»n : .^oniery ('.olicgc no 



f t>l the si I: M ► s\ stem 
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Each senior high school pupil shall be issed one set of safety goggles free of charge upon entering 
the senior high school (tenth grade), if required, or when first certified by the teacher that he 
needs these goggles in one or more oT the programs designatei3 as requiring safety goggles in 
<5rades 10, 11, or 12; j iF ^ 

^ Goggles issued to Montgomery ^i|a|or College* students in compliance with the law may be 
charged to the student or issued witBout charge at the option of the college administration, and 
be it further * • 

Resolved, That under these procedures each pupil requiring safety goggles will be issued one pair, free 
of charge, while in the seventh, eighth, or ninth grade, and one pair, free, of charge, while in the tenth, 
eleventh, or twelfth gracje, and be it furlher \ 

Resolved, That pupils losing or breaking their goggles or lenses will be required to replace them at 
current "bid prices as needed, and be'it further , 

Resolved, That all glasses'and lenses issued u> pupils or teachers, including those issued without charge, 
shall become the property of the pupils or teachers, and be it further 

^ ■ , i 

Resplvcc, That all goggles issued to sch(' be charged to the individual schoors instruc tion. a supplies 
account - v>i 

(BOARD RESOLUTION 447-G4 DATKl SKPTEMBER 8, 1964) 

5-33 ADMINISTRAtlVE RESPONSIBILITY FOR SCIENCE CLASSES 

A, lie Science Chairrnan 

Conducts^ meetings at the bc^iiuiiiig of. each semester devoted lo acquainting a' science 
teachers with the hazards in scienre instruction. 

1!. NotifieS'thr priiicipiil in writing whenever emerj^encies arise or ha. ai ds ex is i- 

a) Defective f»as or electric fixtures 

b) Broken or defective seats 

c) lnade(|uate storage c ahinets 

(1) Lack ol fire extinj^uishers 4 
Sees that each science laboratory is e(]uippe(i with a first aid kit. 



4. Makes sure that ronil)UsMil)U\ [)oisonous, .uui (>Tlier\vis||^^ (ian^erou^ tnait IiTiIs are kejik 
set urel\' lo^ kcd in s.ile e4i[)jnets. 



^— 

*M iit^ouiers iolle^e no longer a pa-i 1 I the sc hool system 
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5. Sees that cabinets containing dangerous chemicals are plainly labeled with adequate warn- 
ings. . 

• ^ 

6. -Inspects chemical cabinets periodically and keeps records of these inspections. 

7. Makes certain protective eyeware is available in all necessary locations as specified by 
Maryland lavy. / 

Bi Storage . , 

The proper storage of chemicals is basic to a safe efficient laboratory operation Vi ..m.- 
/ amounts of chemicals should be stored. The amount to be stored should not exceed one unit 
more than the normal year's supply. 

Gencriil Rules 

1. Store all chcmic^s so that ir labels art displayed. (Date chemicals as they av received in 
vour laborat(^" ,) ^ 

2. Keep poisons ,n bottles marked with skull and crossbones and the word ^ )N. Store 
them ap^art fr \x\ other reat;^ n 

3. Unless materials found m unlabeled botiies c;ui be positively identified, dispose of them 
separately .and carefully. 

4. When stonni hemicals or cs, provide ample space between bottles s; ihat you can 
i^asp the bon firmly. 

5. Place- tieav^ niaterials as neai iloor as p ssihle and brace them well. It : . -^ood idea to 
^ place in asD sros pad be^weei furit acid and a ^vooden shelf. 

6. Use a., propriate safety contai! > tor (lammaole and explosive niai< ^^ 
t). I-iquids 

\\ Large Dottles of concentrated acids and alka les should be kept on le Ho. md should be 
prote( ted* from accidental breakage. If an acd room is provided, . ly th aniou it of acid 
for current us(! need l)e I ' pt in the la[>()rator\ 

2. Flammable liquids she. id be stored in origi:.. .nipping rontamer vhile iside \v labora- 
tory . tockro. ni unless in approved safe! approved tlam d)le hquid storage cabi- 
net, - .imniat).e liquid dispensing room. 

"^^ 3. Man- - :..e liqmtis shall not be placed m gia.s, n tamers exceeds ^ 1 (i-oimce capacfty^'rhis 
IS n. rnded o apply to (uiginal shipping con.^mers. 

K Flan- :>lr liquid containers shall be tightly ch ul at the end ol each use, and checked at 
the ' )1 each laboratory period. 
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5. » Flammable artd yqlatile liquids should not be placed or stored near heating pises or* electric 

fixtures. . ^ I 

6. Flammable and volatile liquids must not be left in^direct sun^light.'^A liquid may act as a lens 
in focusing the rays of sunlight and thus,'start a fire.) . * 



7 

Solids 



Do not store chemicals whichj^act with each other dose together. • 



1. 



3. 



.-ibbiuni chi :ate is one of. the most frequent cames of seriou's explosions because of its 
strong oxidizing power and sensiiivry to shock^^light amouil^s of impurities like carbon or ' 
sultur ma^ result in an explosion tnruugK mild irictvon or jmpact. 

Whu' or cL )W phosphorous mi: >c kcp under water and in a glass stoppered bottle. As a 
furin r p fxaution, this contain nay be placed in a metal container^ This phosphorous 
shou : b stored where there is ninimum of chance for accidents. Inspect frequently for 
wate leaxage- DO NOT ORDER >R KEEP A LARGE SUPPLY ON HAND. 

Sodium and potassium mu?t be : under kerosene and stored in glass stoppered bottles. 
Care :|^oUd be exercised to see k sc^dium, potassium, and calcium arc hot stored above 
watc- solutions or vessels 'contai- i.t water. DO NOT KEEP A LARGE SUPPLY ON HAND. 

Calcium carbide and sodium per: = should be kept in air light containers and not stored, 
near vate DO NOT KEEP A L.Wl' SUPPLY. 

It h.; beeu suggested that the ilou chemicals ru>/'bc stocked in a public school: 

a) ;hl(>i :cs » 

b) Sodiu '\ --^f' 

c) Potassu n • • 
d Phosi I us 



'otas lam uiide 
Ben/.DV'l Pe*- \idc 

Mcrcuiv (ar. ■ troni that am :\ used in barometers) 



> 34 HAN ! ING, S TOR iK, AND USE iU FLAWMABLK LIQUIDS 

">ec M()nt)i^(H!.erv Count V I IVeventioj '.s 
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6^ CLASSIFICATION OF FLAMMABLE AND COMBUSTIBLE LIQUIDS 

Class I Liquids having a flash point below 20° 

Class II Liquids having a flash point of 20° F iiK lusive 

Cla^s III Liquids having a flash point above 70° F., below 200'' F\ 

Class IV Liquids having a flash point of 200° F., )r above. 

The closed-cup tester shall be used to determine In ca.^ s of.dispute, flash points shall be >^ 

ietermined with the Tage closed-cup tester accdflffng to the meinods adopted by the American 
Society for Testing Materials, , >• 



The following are representative examples of liquids of the respective classes: 



^iass I 
Zther 
Gasoline 
Benzol 
Gollodion 



Class II 

Wood alcohol 

Grain'alcohoi 

Toluol 

Kthyl 
methyl 
keton 



Class III 

Amyi alcohol 
Camphor oi? 
Cellosolvc 
Turpciuinc 



Class IV 
Transformer oil 
Lubricating )il 
Vegetable oils 
Coal-tar pitch 



Acetone 



\ inyl 
acetate 

Carbon 
disuiphidc 



Kthyl 
Benzene 

Octane 



Pyroxylin 
solution 



St xldard 

^)lvent and otlu r 
petroleum safct\ 
V ieanin ; llnids 



Asphalt 



Paraffin oil 



5^36 HANDLING OF GLASSWARE 

One of the mosl frequent causes of accidents resiilt from im|)i()per handling t ^las .. jie, A ju^^ged 

edge can be ra/or sharp, and severed tendons are iiu'ommon ' ■ lollcwin < int- led rec* 
•hat high frequency. 

Cutting 



To cir ^^laji:) tu[>in^. it Hat on a i .jle. m 
be cu Use toweling retween hands am la 
require;.. 



ic file ()n( t It ! OSS the lu m .tt thr poii it is to 
iiile htrak 1114 ne tui)iiu 't)te( iivc ev 'wear is. 
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B. Jire-polishing 



The ends of glass tubing are sharp and should not be used without fire-polishing. To srtiooth the 
ends, rotate the tube in the edg^ of the flaftie until the end becomes yellow or orange. If this is 
done correctly, the bore of the tutting will not be^changed. 

Note: Do not handle glass that has been heated vintil you have allowed. time for cooMng. You. 
cannot tell gla^s is hot by looking at it. HOT GLASS GIVES A MOST PAINFUL BL/rN. USE 
GOOD JUDGMENT. " ' J 



C. Inserting glass tubing into rubber s^topper or t^ing 



1. Never attempt to insert tubing having a jagged end into a stopper. ALWAYS FIRE-POLISH. 
The ends can be smoothed with a file or emory cloth but flre-pohshing should be the first 
thought. 1 

2. Use water, soap, » or some luhrica: and put tube nto stopper as it you were screwing it in. 

3. Wrap a cloth around the hand or the tubing at the point of contact with the hand. This will 
avoid injury if the tiJbe should break or slip. Wear protective eyewear. 

4. Hold glass tubing as close as possibK to the p^rt where it enters the stopper or tube and 
**feed" the tubing slowly. 

D. Thistle tubes * ^ , 

Extra care should be used in inserting a thistle tube in a stopper. NEVER hold the tube by the 
bowl but put the hand close to the stopper and use the screwing ihotion. Be sure to wet the tube 
• first. Use a cloth for protection of the hand. ^ . 

E. Glass wool ^ 

Class wool and steel wool should be handled carefully to avoid getting splinters in the skin.' 
Gloves might be kept for this purpose. Cut the wool; do not attempt to **puir' it loose, 

F. ^oft glass test tubes 

Solt glass requires spe care. 1 ^ vvil. orenk i(-;unl\ jiey are ik unoi^^lily dry on the 

i .itside or if the flame directed )iig at one spot, . 

^ / 

G. Bending glass 

Wht '1 bending glass, he sure to'use caution in handlini^ th h ^las, 

H. Meeting glas*; "(wi^iir p r oii^Tlvi' ( . ^yi'vvcur) — — — — — - ^ . 



lass apparatus sliould be heated with an-itshestos u. ctw the g!as tic fire. 
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2. Hard glass test tubes may be heated directly. In heating liquids in a test tube, heat from the 
upper portioifs of the tube downward and do not allow the heat to concentrate too long on 
any one spot. 

3. Do not look down.into* the tubfes while heating. Do not point the mouth of the tube in thq 
* direction of any other person. 

^ - . 

I. If thermometers are lubricated with a silicone stopcock grease before they are inserted in rubber 
stoppers, they may be withdrawn safely after they have been used. Place toweling be'tween 
thermometer and hand.. ^ , * 

J. Rubbe- stoppers to which glass tubing has becon^e stuck should be discarded in the broken glass 
container. Their value is not great enough to justify the cutting hazards associated with the 
removal of the glass. • 

K. The edges of glass squares may be smoothed with wire gauze. Use the gauze as you would a piece 
of sandpaper, brushing each edge of the glass with four or five strokes. Hard glass is difficult to 
fire-poiish. • 

L. Pupils snould be in^ructed not to attempt to remove ground glass stoppers which have become 
frozen i j their reagent bottles. The attempt to free frozen stoppers frequendy results in a broken 
reagent oottle. Therefore, the instructor should place the bottle in the sink, if thei contents are 
not r eactive with water, or in a quantity of absorbent material before he, and He alone, makes the 
Attempt. 

M. Pupils should be instructed to place broken and discarded glassware in a special container which 
may be placed at the end of each laboratory table. They should be prohibited from using the sink 
as a disr »sal place for glassware. 

5-37 REMAINING IN THE CLASSROOM . 

The teacher i charge shall not leave any shop or laboratory while class is in session. If the teacher is 
requested b\ :i superior to leave the room, this responsibility is placed with the person issuing the 
request; but nc teacher shall make this condition clear to the superior in case he is not aware of the 
danger. If it uld be necessary for the teacher to leave the room, another teacher or paid employee 
of the Board r^ducation (not a student) shall be placed in charge. 

5-38 STUDENT RESPONSIBILITIES IN HANDLING CHEMICAL REAGENTS 

A. Follow airections carefully. Acquaint yourself with directions before beginning the experiments. 
Know it reason for each step. 

B. Read lar carefully. Never guess. Serious accidents may occur if the wrong chemicals are used. 
Pay pan. lar ittention to the ending of the name of a chemical. Violent explosions may result if 

— arhirr/z^ . ii< ] mQtead ni ^ rh]nnW^> . 



C. Do n .t n.-x ( : -micals indiscriminately. Each experiment should have a purpose and should he 
approved \' :u instructor. Failure to observe this nile may result iu serious accidents. Never 
play with riemu als. 
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D. Provide yourself with an apron for jhe protection of your clothing. Have aprpns available. Obtain 
gloves and goggles and a face shield for special use. 

E. Perform- experiments with apparatus at arm's length from the body. Do not point the mouth of a 
test tube toward you or your neighbor. 

F. If a Bunsen burner **strikes back," immediately turn off the gas. Adjust the burner so as to admit 
less air and relight. If lighting a burner, the match should be held to the side of the barrel of the 
burner and not directly above. ' ^ 

G. Do not taste any material. > 

H. Smell gases cautiously! This may be accomplished by cupping the hand and gently wafting a 
small amount of the gas to the nose. 

I. Set apparatus back from edges of desk or table to reduce chances of its being knocked off, 

J, Do not place the stopper of a reagent bottle upon the table. Hold the stopper between the first 
and middle fingers of the. hartd holding the botde from which the liquid is being poured. The 
bottle should rest firmly on the laboratory table or in a rack- Do not hold a vessel into which acid 
or caustic material is being poured. 

K. Check gas generators carefully to be sure that there is no point at which the passage of the gas is 
blocked. Check with instr&ctor before proceeding with the experiment. 

L. After collecting gas by water displacements, the delivery tube should be remoVed from the 
generating flask or from under the water to prevent water being forced back into the hot 
generator. . ^ 

M. If spattered by a chemical, the student should wash thoroughly with water and notify' the 
instructor immediately! ^ 

N. If chemicals are spilled, they should be cleaned up immediately. 

5-39 RESTRICTIONS ON' SCIENCE FAIRS 

Pupils shall not plan or prepare exhibits using the following materials as they will not be accepted: 

A. Acetylene^illuminating gas, or other explc^vc gases or chemicals 

B. Cyanide solution 

C. Acids or other corrosive materials 

D. Highly flammable materials 

E. Dangerous biological cultures and carcinogenic agents 

// r ' . ■ 

X 
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F. Hypodermic needjes * / 

Poisondiis animals or plants 

H. Open flames ^jj^ 

I. Open or unsealed biological cultures ^ 

(All electrical equipment and exhibits must conform in every detail to ^e standard electrical code pf 
' Montgomery County, Maryland.) ' . ^ 

&40 STAGECRAFT CONSTRUCTION 

A. All students shall receive instruction on safe procedures for building and use of tools, msfchines, 
and equipment. 

B. Construction which must support peopje, such ^s stairs, ramps, etc., shall be rigidl>Nconstructed 
OTsound material. ^ 

C. Platforms, runways, or ramps more than four feet above ground or working area shall havfe guard 
f rails on all open sides. * 

D. Rigid anchoring and bracing shall be used on all scenery, flats, and stage props. 

E. The use of glass in set construction shall be avoided. 

F. All rigging shall be accomplished by using approved techniques. Ropes and cables shall be regu- 
larly inspected for wear. Worn or frayed riggings which present a hazard shall be reported to the 
school administraVion. 



G. Alterations or changes in flats, scenery, or props shall b 
teacher. 



H. Adequat/r aisles sh<dl be maintained backstage, and exits 



e made under the direct supervision of the 



shall not be blocked. 



I. Stude nt use of stcpladdcrs should be supervised. p 

j / 

J, All projected use of electric Wiring or equipment in connection with school entertainment shall 
be subject to approval by the maintenance division anil shall comply with all applicable fire and 
safety laws, codes, and regulations. * 

K. Permanent wiring shall be installed only by authorized personnel. Pupils shall not be allowed to 
do any permanent installation or repairing at any time. 

L. All electric piachincs shall be properly grounded. 



M. All work lights shall be covered with shields or wire cages. All over-head lighting shall be securely 
fastened with safety chains and/or approved clamps. 

12 i 
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R All cables or electricd cards sh|ll be placed in a non-hazardous position or place. When not in 
use, they shall be coiled and rackfedr • , ^ . 

O. Heavy gloves shall be worn when changing lamps. 

P. All glaSs roundels which are hung^over head shall be wired or impregnate^ or shall have a wire 
basket under them.. 

Q. Any authorized teacher^g; pupil personnel shall be permit^ted to operate switchboard, 
R. Fuses shall be chan'^qdB^fcby authorized adult personnel, ^ 

' S. No stage plug's or receptacles shall be used unless of an approved type, torrect size, and ratinjr. 

T. All hazards involving circuits, fusing, electrical cords, or cable- trjQuble shall be immcdiateiy 
reported to the building administration. ^ 

/ ■ . * ^ ' V 

U. Stairway and passageway lights from the stage shall be lighted when area is in use. 

V. Covered trash cans shiill be available for waste material. 

W, (See Montgomery County Fire Code 86-40.) The space on a sta^, immediately back of a 
proscenium opening shall not be used for storing or handling, any material oi^ equipment except 
scenery and other equipment required for the irnmcdiate operations on the stage." Acc;ess to > 
standpipes and hose;* fire extinginshers, and the lowering rope or other controlling devices of an 
asbestos fire curtain shall be kept free imd unobstructed. Any space under a stage not of a 
fireproof construction or not having wood construction covered with plaster,^etal, plaster and 
metal, or som^ substance offering equivalent protection shall not be used fo^ the storage of stage 
property, equipment, or any combustible materiids except that in auditoriums with fixed seats, 
such space may be used for the storage of seats. No trash or rubbish shall be allowed under the 
stage. ' , 

X. Every required ventilator over stages f ; ublic assembly buildings shall be opened. and closed at 
least once in each three-month period 

Y. (See Montgomery County Fire ^,ode .m>-^0.) In theatres, playhouses, or schools using movable gv 
shifting scenery, during every public p-rt : rmance, there shall be stationed a capable employee, or 
other person, whose selection shall oi- approved by the fire marshal, competent to render due 
cissistance in case of fire or alarm of ^ire n and about such place of assembly^ It shall be his duty ' 
to have all means of fire alarm and extinguishment ready for use at all tirnes during such 
performance, and no other duties nail be iissigned to him 'for the time the performance is in 
progress. Inspection , shall be made oi the, seating and other public spaces in all places of public 
assembly after each performance fo' i)resence of lighted cigarettes or other sources of fir.e, 

Z. The Montgomery County Fire MarshaPs Office within whose area a performance is to be staged 
using movable sceiiery shall be notified at least ten days in advance of the first performance, and 
hjs approval shall be received before the performance is begun. 
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5^41 ANIMALS ON SCHOOL' GRQUNDS (MCPS Regulation 285-1) 

Dogs arc not permitted on althool grounds on any day when school is ih session except under certain 
coi^ditions, as stated in Montgomery County Council Ordinance No. 3--112, September 18, 1956, 
which reads: 

. **On any day when school is in session, no dog, whethet licenseAor unlicensed, shall be^permitted 
on any school ground within thf suburban district between the following hours: one hour prior 
to the opening of Scliool and one hour after the closing of school provided that the provisions of 
this section shall not apply if such dog is on a leach or led by a chain in such ^ manner as to 
prevent such dog from biting any person or animal, or if it is securely muzzled so as to pre vent 
such dog from biting any person or animal." ^ 

BA2 ANIM^ BITES (MCPS Regul?ition 525 12) ; * ' 

In case .of dog bites, infection with any of a variety of organisms is possible because bites carry germs 
from thi animal's nj^outh and the victim's skin and clothing into the wound. Tetanus and rabies are 
particulariy serious, and the danger of rabies is greater when the wOunds involve the*head and neck. 
Illness may also occur if a sick animal licks opening in the skin. 

Rabid dogs, though noted to be hyperactive and vicious,' sometimes demonstrate quite affectionate 
behavior. Rabies may be prevented by immuriizatioivtji the' victim. * 

Children having wounds caused by dog bites op/the bites of ahy other animals should be handled 
according to the following^rocedures: 

A. Using soap and water, thoroughly wash the wound to remove saliva; then rinse it^ith running 
water, and apply a sterile dressings 

B. Contact the, parents and advise them to consult promptly with their family physician who will 
treat the v^ound and decide whether rabies immunizations ^d preventive measures against 
tetanus are necessary. , 

C. As soon as possible, report the inciiient to th^ Montgomery County Department of Police. 
Include any known facts about the dog's identity and whereabouts. Eveiy effort should be made 
to identify and isolate the dog, 

D. Any student bitten by an animal should be immediately referred to the parent for further 
treatment by the family physician or in a hospital. All bites should be reported to school nurse. 
Comply with MCPS regulations regarding school accident reporting. 

E. Any animal that bites an individual shall be kept under observation lor sign or symptoms of 
rabies for a period of ten days. If the animal remains healthy during these irn days, the danger of 
the animal being rabid is over; and no further acdon is required. Hov/e\\M . if ihe animal becomes 
ill or dies during the period of observation, the principal of the school jtivolved will be notified 
and will be responsible for advising the parent to promptly deliver the anintal to the laboratory of 
the Maryland Live Stock Sanitary Service, Calvcr Road, College Park, Man land. (454-3632) 
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543^ANIMALS WITHIN THE CLASSROOM 

A. All animals used for experiments^ purposes must be lawfully procurred; and their retention shall 
be in strict compliance with Federal, State, and local laws #uid regulations. 

..•).• ■ % ' ■ * 

B. The selection of any particular animal should be made with full cognizance of tile hazards 
peculiar to each species. This is extremely important when regarding the possibility of safety and 
disease transmission. ' 

C. Selection of animals should be made with regard to available' space. 

D. A clean appropriate environment should be maintained. There should be adequate ventilation, 
light, and reasonable temperature. ^ ^ 

E. Cages should be sufficient iii siije to allow animals to stand or lie in a normal position. 

F. In general, animals permitted in schools should serve an educational purpose. Chfldren shouldbe 
discouraged from tyrtnging tjiimals to school which do not fulfill this objective, incluxiing their 
pets such as dogs, cats, guinea pigs, white mice, etc. , 

G. The selection of any particular animal stibuld be made with the full understanding of the hazard 
peculiar to each species. This is most important when regarding the possibility of safety and 
particularly of disease trar^pmission since many common animals are transmitters of human viral, 
bacterial, fungal, and parasitical diseases. ^ 

H. Guidelines ' / 

1. All animals brought to school should be innoculated for rabies, unless purchased from a 
reliable scientific company or pet shop. > • 

2. Animals* should' be handled only when necessary and under strict supervision of the class- 
room teacher. Gloves should be worn. 

3. Anyone handUng animals should wash their hands, especially after handling turtles, snakes, 
fish, frogs, etc. • 

4. Children shall only be allowed to bring animals to school at the request of the classroom 
teacher and with the permission of the principal. 

5. Animals may not be transported to or from school on a MCPS bus. 

I. Dangerous Animals 

Animals considered to be dangerous to humans such as undomcsfeicatcd wild animals, ])ois()iuuis 
reptiles, and poisonous insects will not be allowed in MCPS. Any animal suffering from a skjii 
condition or whose behavior suggests illness, such as listlcssncss, failure to eal, etc., should not be 
permitted in schools. CAUTION: Turtles have beeji' found to be a common sour< e of hn 
inteslinat disciisc (Salmonella). Wash hands thoroughly ;iftci Iiandling turtles. 
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BM lUlUlORlNG CHICKS, DUCKLINGS, AND RABBITS 
{8tc. 76-1, Montgomeiy County Code, 1966) 

A. It shall 1>e unlawful and jan offense in the connty for any person to sell, offer for sale, barter or. 
give aw»y baby chickens, ducklings, or other fowl, under three weeks of age, or rabbits under two 
mqnths of age, as pets, toys, premiums, or nwelties or to color, dye, stain or otherwise change 
. the natuwl color of baby chickens, duckling^^Or other fowl, or rabbits; pfovided, however, Aat 
this section shall nqt be construed to .prohibit the sale or display of such baby chickens, !duckling8 
or other fowl, or such rabbits, in proper facilities by breeders or stores engaged m the business of 
selling for purposes of Commensal breeding and raising. ~ 

, B. ViolatioJ* of this section shall be deemed a misdemeanor and any person violating any of the 
^ . provisions of this section shall, upon conviction thereof, be subject to a fine not exceeding the 
.sum of twentyjfive dollars. (Ord. No. 4-125, Sec. 1, Feb. 13, 1962.) 

The problem which ensues from jthe raising of baby chicks is due Xo fhe fact that many and, at times,, 
•even a majofity of eggs obtained from acceptable sources are contaminated with salmonella. When 
these eggs are hatched, the chicks may also be contaminated and they may spread this infection to 
whoever handles them. WhUe salmonelja mfections in general are self-Umited and not particularly 
serious, a school child may spread such an infection to an infant at home causing serious illness. It is" 
suggested that teachers not allow chUdren to handle chicks, and in accordance with the law, not give 
the chicks to children as pets; In addition to the health hazard, jone of the reasons for the above 
regulation is the humanitarian one that most baby chicks and rabbits cannot live through several weeks 
of being the pet of a small child. ' 

5^5 EMERGENCY CARE AND FIRST AID 

When accidental injury or illness occurs in school, the teacher should report it to the principal who is 
responsible {or providing immediate care, notifying the parents or family physician, getting the pupil 
home, and getting the ^upil ta a l^ospitil if the parents and family physician are not available. If a 
nurse is available, she may carry out these responsibilities; but her services for transportation are 
discouraged eJ'Cept;!" dire emergencies. ' 

The family should sign an authorization giving the principal permission to call the family physician if 
neither parent can" be reached. If neither the' parents nor the family physician can be contacted, the 
principal sljould have authorization to transport the child to the nearest hospital emergency roorn for 
emergency caTC This authorization should be part Af or attached to the enrollment card. (Restrictions 
limiting medical care such as religious belief should bp noted on card!) 

The principal should designate teachers. and persons qualified to perform first aid and should specify 
the Ideations m the school where care can be obtained. Specific emergencies are provided for in the 
boojclet, "HoJne Health Emergencies," publisheid by the Equitable Life Assurance Society, Nfw York, 
which should be available in a central announced location in each school. 



A. Before You Act! 
1. Stay calm. 
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Z. Ail al iT ikir situation coiii|pletely and quickly. 



3. pecxUt-^f^mher you can Biftsr lind of vtlp. If ywM ^riifcryou canrhdp the vtctaftH 




4. If y»^lL^Blfu8jed and unsure h *w<r8clf, da not give f«t ^id, but notify the office at 



Animai'^adB^pHBites ^ 

L Wash llQi^iiwghly with soap and water. 
2. Cover v«ti«terile dressing. 
Insect, Bee, aolKVasp Stings • 

L Remove stinger if present. ^ ^ . 

2. Apply bciking soda paste, ' j ' 

i. Check the victim's record for allergy. 
Nose Bleeding 

1. Have the victim sit or stand quietly with head tilted back sligh-tly. 

2. Press firmly both sides of nose below bridge with thumb and forefinger. 

3. If bleeding persists, secure medical attention, , 
Cuts and Abrasions 

1. Rinse briefly under cold water. 
/2. Cleanse with mild soap and water. 

3, Apply sterile pad until bleeding stops, * * 

Severe Bleeding 

1. Apply sterile pressure bandage, using hand pressure if necessary. 

2. Refer to office immediately, 
Puncture Wounds 

• " . *- 

1, Puncture wounds are especially likely to become infected. The mosl ini^ignificant woViiul 
should be eje/ansed with soap and water without delay. 
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iiMiunization* 



essentially atiit pitveniM^lMKiite tiswe ii^ury.) 




of back,. niDck, or skull is suspected. 



oirt to 4Hi|ctixn* 



to dilute and remove the chemical. 
Ic heat bum. . 



(First aidibbrol 

1. Pbcefhe IWb 

2. Never move 
S. Obtain medical 

L Chemical Bams 
\. Cleanse thoioi 
2. Treat as you W( 
J. ' Small Heat Bums ^ * 

1. Hold burned area jiiifr^ cold running water oi* plunge into ice water until pain subsides. 

2. Cover with sterile cR<ss5ii^^ 

3. If skin is blistered c3r^Moken,wrefer to medical care. 
K. Choking (Something cau|^ m throat or windpipe) 

1; Encourage victim to /muc*- ip :he objc 

2. Do not probe with tiTar-. 

3. If coughing does nor wonw, «iy victim face down across desk or table with head and shoulder 
hanging and slap hin Tiard between the shoulder blades. 

4. If object is not dislodged, call office at once, 
L. Convulsions 

K Do not restrain th' ■rr:--^- protect him against injury by removing nearby objects. 

2. Try gently o pre^/'-nt hnu from biting the tongue by placing an appropriate object between 
his upper and lov eeth or one side of the mouth. (A folded handkerchief, the edge of a 
book cover, etc.) 

3. When seizure is ovtt isen the clothing about the neck and allow victim to lie flat with his 
head turned to one susit or have him lie on his abdomen. 
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4. A peiMi oiiflMdisturbed rest or dwp may be needed following seizi 

5. Protect the victim &om embarra«Aent. 
"M. DiilocatioBi 

' ■ , ' ' » * • ' 

1. Regasttas pMible fiacture. , 

» ■. . ■ ■ 

2. Support joint: 

3. Apply ice pack or cold cloths to reduce swelling and refer to office, 
N. . Electric Shock 

» ■ 

1. Break victim's contatt with the source of current by turning off currem^dKonncctnig B^ug, 
^ or pulling main switch. 

^. 2. Outdoors, use a dry pole or branch or a dry rope or dry clothing to separate victim from 

wire. , . 

.3. Do not touch victim until contact is broken. 

4. If victim is not breathing, use mouth-to-mouth breathing procedure. 
O, Object in Eyes 

^ 1. Do not. rub the eye. 

V 

2. Have victim close the eyes for several momehts to allow tears to wash out foreign body 
naturally. 

3. Pull down the lower eyelid to see whether the foreign body lies on the under surface of the 
lid; or grasp the lashes of the upper eyelid gentiy between the thumb and for-'ingCT. have 
victim look upward, and pull the upper eyelid forward and downward ove- ne lid. thus 
attempting to dislodge the object. 

4 If speck can be seen on either lid, gentiy touch particle with point of clean -r ci pih and 
wash with cold water. 

5. Or, using a medicine dropper, flush eye with plain water to wash out object. 

6. If pain persists, or speck is on eye itself, do not attempt to remove it. Refer ! ■ .cdic Ji care, 
P. Fainting 

1. If a person feeis faint, he should sit down and bend forward at the waist, bringing ~ ntad 
down between his knees. Or better yet, he should lie down with feet slighUy elevatec. 

2 Have victim lie flat until recovery is complete, perhaps 10 minutes or more, 
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4. A'^mti hmm an ammaaia a»|^uli|||r bottlr Ms Ao^iann ^ cttten^^^ 

'I • _ ■ III • <•'■*■ 



1. Sai|||i^iM}^ 



2, OImi III for drowsiness or coma, co^mlsicMi, heatehe, nausea or vomitiiig, bleeding from 
thenr or^osey or dizzincat. t 



3. . If ateve aj^mptoms are dbservedf soairc medical care imjnediately. 

■J 

Poisonini^StiiMi ii essential) 

!• Call doctor or Poison Control Center unmediately. 

2. Keep or get container involvol 

3. If N-ixtim has difficairv breathing, begin moum-to-mouth breathing procaBtures. 

4. Dc not induce vomiting if substsonce swallowed was kerosene, gasoline, lij^tcr fluid, acids, 
lye, iodine, ammonia water, paint minner, funiture polish, or household hmch. 

5. If substance swallowed was not among those listed in No. 4 above, anc victrni is conscious, 
induce vomiting by placing finger at back of throat or by giving two tablespoons of salt in 
glass of warm water. 

6. If antidote is unknown, give milk. 
Poison Ivy, Oak, Sumac 

1. Wash area vith soap and water immediately af:-^ contact. 

2. Cold v:)mprf?sses sometime t^Iieve :tching. 

3. If student is veryjuncoci^ -r^ble. nu may wist o notify parents anc send aim home. 
Splinters j 

1. Wash .iiii ^ Detore giving first aic 

2. Wasr _re; j^ntiy with soap and W:^. jr. Rinse v\ 

3. Remove only small and superficial splinters, us ng splinter forceps twe -s. 

4. If deeply imbedded, do not remove. Cover for nrotection and notify pareni 
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1. 




2. 




3. 




4. 


lifcfeTt. 



Ijomt to a comfminhir liMition. 
i cloths cm injiunp^?ie||K:c swellMlg. 



foUow*xip. i , . 

/ 

V. Vomiting . ' . 

1 . IjLeep vi€aini ia ^(prig^t or forward leaHOj^ position. 
2« Do not aMaw wtim to be on back. 

3. Apply coU, damp doth to forehead. 

4. Keep victrni quiet and still. 

M6 DEFINrriffltf OF FIRST AID / 

"First aiu is dcfincn as tw immediate and tempiiirary care given the victim of an accident or sudden 
illness until the services or a physiaan can be obtamed." / ^ 

The foregoing crt^ition :>f firsT md suggests that any such treatment should Tie well within the limits 
implied in the otrtinition, mat thr aid should De offly that which a laymalf mi^ht be expected to give, 
and that the ann |iven will var^^ i^rth those ^^mg it. The teacher s efforts, so eice^^cised, will contribute 
generously tf tic safety and wr--beinp puwls. The teachers are furtk^ advised to report all 

cases of emert^^^; first aid cart - the p'^ ml 

647 HbAL^ ROOM SUPPUEi^ \ 

First aiij HippB .k^iu^L: be m*2:itanea x the school in a convenient, readily available location known 
to all JtiO\i\ irrscsaarit. If thcrr is rsc :uH-tnnr- nurse, the principal should designate one person to 
check ^ufipiiu — ootiially for :ompaete»css. PictIs snould not have access to thcsr supplies except, 
throaw^h the csi£«rr cr nurse. S^ioplici -V,* mno" nrst aid for scratches and abrasions should also be 
maHZcamed in :?ac~ - jnm, cjassrixjui- svTniidLsmnr. laboratory, and cafeteria. 

See .viCPS RegiLLi^or 25-11 trccrn^'^'-ncled teaith room supplies. 

648 SCHOOL ZMfcRGENCY c ^RE PROGRAJv: 

(Recommended Mii^^um Stana^ ds) Every scho shall prepare a written, up-to-dme procedure for 
providing emerfijenc^ :are for botn students and school staff. These procedures should be developed or 
revised at the beginning of each school ye x through the cooperative eff(^: is i the administrator^ 
school staff, and th*nurse. The wr en Torumtnt should then be discii«^^^*d with bodi parents and 
studf^n^s. . 

no 
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SchoolHeiponifliUititfi 

FundMKental to any emergency care propMn isAe accqptancc by school pnsonnel of respond-^ 
b]lit^ iir<l) giving immediate care; it) SMtfpqgthe pufilVpavmts; (3) onanging f or the poipil 
to get home «r to a place of treatnMit; nri (41^ Riding parem^ when niwi luary , to wurces of 
treatxaent 

ii« imiiiecsne 

It is desrahkr thart several members of- the scaocd ^ff have certain basic sdcttb and understandings^ 
^ necessary tc administer first aid- TSic primuya l, the teachers, the secretancs, the maintmancc 
staff, and tfe bos drivers m all likely to be in ^position where they will ned to administer fiist 
aid. Even tha^gh a Mhool has a full-time nime, the school staff stiU needs time afcUs, eipeds^ 
the h&owleiip^ of Ubod stoppage and arifiaal respiratkm. In dire emergapes^ because of Ihe 
time factor, Ihr neaaiM person may he the mtf one who en wNe a student life. a minimum 
^ stkhchrd, at immt onepmrson with,sp€tml pmmmration in gwmg first (ddwkauU be available m each 
:schooV^t all times when pi^ptls are m the xaivool or on the school growmds. This person may be a 
prindpai, teacher, srcretjuT(, other persoa with appropnsate preparanon. In the liarger schoqls,' 
it is desirable to have a qualified person in ^ach corridor c^gnated to give first ai|d in emergency 
^uations. 

In matters of life or death, immechate first iud should be gi^n while concurrenth . ontacTsng the 
nearest physician and/ or rescue anr -^en immediatefv calbng Mrents. Consequently ^ i^ 

preparing emergency ciirr lyiuceekft^^, it is suggested that the schooi coniac* nearby physicians to 
determine their wiHingncfe to accrrrr^r students needing emergency rreatmrn 

■ First aid supphcs snouid be mainu -a in rhe schools m a :^^venient readii" available loca^« 
known to all scnool nersonnel su: : ^hous, home arts roomj labora . ries i^mriasiums, ::;itf 
teria kitchens, - 

C. . Notification, 6f ^^irrr I r 

Parents should tr -tavisec pur^^ s ilines^ )r injury if the v:onditior srnous. HoweVer, cmre 
should be taken ( . avoid imme aoi>rehensio' and excitement. The paren should be assured tz:^ 
* tfie pupil is -rceivmg mme^ at irst aia ai:a will be looked after unti parent reaches 
school. 

D: Getting the Pupil Homt or To a Plac- of Treatment 

When a pupil becomes i or iniured at school, it may be necessa:^^ for hiir take 
doctor, or to u nospit^; This ^esponsibilit should ordinarily be assumec pa v 

gomery Count\ ^ch are - unate naving th'^ rescue saua^ j as . v ranspcrtar 
problems in em- re*. ;:u 

No .eriousi\ : pap., should :v. iowt?d :c) go nome icrY/zo? ^^m companitu 

responsible aai... reo--r. a pupil shou. ot dc lett at his home un th - is some r«sDc 
sible pei;?on > :ai.i are f him - a oarer. dosi» relative, or neighbor signa.ed bv the -:iirer . 
Placing this re::: onsibilit^ m another pupi leitner safe nor fair. 



1L GuidiBg Parents to Soitrces for Vmn^ nif ) Sorviec 



Op pccaMpn some parents wiU need giiiiii i at to sources «w emergency service. If the family , 
has a priwate t>hysician» he Aould be ccmsaited first. 



V 

F. Emergency Information on Students ' 

It is very im p o r t ant that the cmergcnqr 
school yeai:. One copy should be kept ia 
emergency data needed is as follows: 



information Imp isr^o-^date on cadi cStfhl early in the 
achoors main o^Sbmz and one in the health room. The 




1. Name^address, and telephone 

2^-^^aine, address, and telephoncji 
ferred hospital. 



of each parent or fpnordian, inchiding places of work, 
of tiie family pkf^sician, family destists, and pre- 



3. Name, address, and telephone ^inimbcr of a relativt ar 
have agreed to care for a pupil ii a psrcnt camtot be reaoi 



or (obtsm xmo names) wbo^ 



4. Pertinent health information whicn might necessi^tatc amediate or raitrrvcnxr ^re, i.e., 
epilepsy, diabetes, and bee sting reactions. iDciudiDt trcataicai nceder: ::r ii*vT?d iltncss. 

M9 REPORTING STUDENT ACCIDENTS \WC3^ ^tnuimon tI^^v 3. 10/24 66 

(The executive staff approved this rcgulau.^ on C^rtobrr ] T M^S,) 
Reporting Serious Accidents to the Suoenni Txirnt of Scho /* 

1. Any accident resulting in the death » -^cai injt ' n^ury tha: mum i"«^sibiy result in 

the death, loss of limb, permanent iTm^usment, icj . Dupil snail r • ?.>^.rted immedi- 
ately by telephone to tne superintenatrr: schools. Tne prmcipal shall, n ..^/ition, ptovide 
a detailed description report of the accident at the ^rirv^ possible timt the superin- 
tendent of schools and. in case of criti^ injury, such sunscquent reports a will enable the 
superintendent to be aware of all relates, pertinent "^ir":.. 



A. 



*<^lov 



2. In addition, all accident report ahL >r -^^rocessec i.*^ ncji 
B. Reporting Accidents to the Division U^Murar-:" anu Re^rr^ 



Any school personnel witnessing, o- ^-cciving the z:rsi re: : any accidt 
school grounds, coming to or going rron: school, at ameti. trvents shou 
Accident Report Form (MCPS Rc^miLiior 525-2). Tlie nr. uld be subm^ 
or person designated by the pnnci:::^^. r reccn^c i, sicned forwarde 
Insurance and Retirement withir orn' ,vrek. A lupiicatt :op^ 
principal's office, in the health rooir, - in such fil* ^ t 
review.of accidents is recommended : r purposes o adrr nistr 



he report loi 
incipal mc 
olanniPL 



jccurring on the' 
molete Student 
: the principal 
c Division of 
)e kept in the' 
. A periodic 
'mtion. 
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C. Examplcs^f Reportable Accidents to the Division of Insurance and Retirement 

Examples of reportable accidents are: all injuries to the head> eye, neck, or spine; any bone or 
joint injsry that results in swelling; any puncture wound, or laceration that looks as though it 
may require sutures; ingeistion of any drug, chemical or foreign materials; and oAer such acci- 
dents. , 

Content of Report 

Each accident report should cover (a) the persons inuolved, (b) the cause of accident, (c) the 
time of accident, and (d) the place of accident. 

1. The report should give the iiames of all' persons involved in the accident, such as those who 
■ay have pushed, struck, or fallen against the victim. The name of any school person 
present and responsible for supervision should also be given. 

2. The report should state how the accident occurred and how it might have b^en avoided and 
should describe any objects that were struck by the person having the accident. 

3. The rcrport should give the time of the accident as nearly as it can be determined, 

4. The report should include a description of the exact place of the accident and any defector 
hazam that might have been a contributing factor. 

5^50 SCHOLASTIC ACCIDENT AND FOOTBALL INSURANCE PROGRAM 

A. Student Accident Insurance ^ 

The Board of Education has authorized a master policy with an insurance carrier for accident 
coverage of students on the basis of a low-cost group plana This group plan is offered as a public 
service, and membership is optional with the student and his parents. The policy is also made, 
available to teachers, secretaries, cafeteria workers, bus drivers, and maintenance and custodial 
employees: At the beginning of the school year, enrollment materials are distributed fo all 
schools. This material contains a suggested procedui;e for enrollment. 

B. Claim Procedure for Student Accident Insurance 

In the event of a claim, the school official should check his copy of the list of insureds to be be 
sure that the student concerned is covered. The school official fills in Part I of the claim, 
provided notice of injury is^ given to the school within 20 days of the accident. The parent will be, 
responsible for taking the form to'the doctor and hospital. The form must be completed in full 
and returned by the parent within 90 days, accompanied by all bills to that date, to the Division 
of Insurance and Retirement, Department of Financial Services, Montgor^ery County Public 
Schools. Additional bills beyond 90 days of injury should be sent in to the division with a letter 
giving the student's name, school, and date of accident. A second claimHfo^ih is not necessary. 
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C* Football Insurance , 

,1 ■■' • 

The Football Acddent Poliqr provides protection against accidental injury to team members. The 
policy isviu^ject to the provisions, conditions, and procedures described in the Student Accident 
_ Insuiahc^ li^rograni. ^ 

B45T RESPONSIBIUTY FOR SPECIAL EVENTS 

The school administrator of each Montgomery County Public School shall be responsible for all safety 
regulations related to special events and for insuring that a safe environment is provided. < * 

5-S2 FIRE REGULATIONS 

All special events shall 4>e held in strict compliance with' the Montgoniery County Fire Code. Contact 
the fire marshzd^s office ten days prior to event to secure permission to hold any special event. . 

5-53 ELECTRICAL DEVICES AND equipment)^ 

All electrical devices and equipment used 'on schooTproperty shall bear the label of Undervmters 
Laboratory, Inc,^ or shall be approved by other nationally recognized te^lmg laboratory. 

» 

5-54 BOOTHS AND STANDS 

A. All booths, stands, and platforms used for dispensing or display shall be substantially con- 
. structed. 

B. Booths and%stands shall not obstruct any exit or passage way nor block ajty door. * 

5-55 PAPER DRIVES AND STORAGE ^ 

Paper from'' drives shall not be stored within ten feet of buildings, in ways of egress, or on public 
property. (sidewalks, etc.). Other fire regulations of the county Division of Fire Prevention shall be 
complied with. 

5-56 USE OF PROPANE OR BUTANE 

TJie fire marshal's office shall be notified not less than three days in advance of the proposed 
installation of any liquified petroleum gas facilities within the county; in any store, factory, school, 
church, fair, carnival, or other place of indoor or outdoor public or private assembly by any person 
making such installation. 

5-57 INFLATING OF BALLOONS 

No person shall inflate any toy balloon or other similar rubber toy device with any poisonous 
explosive or flammable gas or sell such balloon or device so inflated. . 
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5-58 30NFIRES 

' - ■ • ' ■ , . - . . ,^ . • V ■ ■. 

The school administration shall contact the office of the fire marshal in writiqg ten days prior to the 
igniting of bonfires on sdiool property. This request should include the name of school, address, time, 
and date of proposed burning. The administration shall use discretion in the frequency and size of 
bonfires,. ^ 

5-59 TENTS . v 

Regulations for the construction and use of tents is comprehe^[isive and strict. Any use of tents on 
school property must be cleared with the fire marshal ten days prior to their use, 

A, Removal pf Fire Hazards 

' . ■ * ■' ■ # ■ 

Dry grass, weeds, or brush shall be removed from any space within ten feet of any tent in which 
the public may assemble and no hay, straw, woodshavi^igs, dried grass, or other combustible 
materials shall be used as floor covering except that dampened sawdust may be used, 

.B. Smoking 

f Smoking shall not be permitted within any tented enclosure' to vyhich the public is admitted, 
^ Smoking may be prohibited by the fire marshal in surrounding areas. 

C. Fire-propfing " ^ 

Cotton or other combustible cloth of any tent covering to which the public is admitted shall be 
flame-proofed to the satisfaction of the fire marshal. ' 

5-60 FIREARMS 

Any use of firearms, fireworks, flammables, or explosives of any kind is prohibited without the 
written permission of the county fire marshal, appropriate assistant superintendent, and supervisor of 
safety. Exceptions follow: ^ 

A. * Any approved rifle range activities supervised by authorized schoft j perso nnel. 

B. Manual or electrically operated detonators used by authorized driver education and police 
personnel. 

C. ^^^A^pproved firearms in which blanks are used by authorized personnel for athletic events or 

practice sessions, • ' • 

5-61 FIREWORKS 

**The term 'fireworks' as used in this subtitle shall mean firecracjkers, squibs, rockets, bombs, Roman 
Candles, torpedoes, sparklers', grenades, fire balloons, signal lights, and any combustible or explosive 
combination of substances, or article prepared for the purpose of producing a visible- or an audible 
effect by j^ombustion, explos^n, deflagration or detonation. 
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- The nlauriufiCctHier of firewories or posmeamm tiMHtof for the .fmipose of dischao^, disposal or sale, or 
<tischaige &f fiKworkSy including ^ccndns, i^aibs, rockets, sparklen, Roman Candles, toipedoes, 
bombs, gmadks, fisrfcalloons, sa0ial l^^tts, andiiaolar devices an prohibited unless such activities are 
conducted under a iwrmit issued b^ liic state fur 1aarshal/^ 

Section 86.74 (G)^e Montgomcxiir Ccmty; MaHrland, Fire l^revention Code, Paragraph (h) 

««2 AKImEUR JLcKET EXnBBIBiilTAm»< Article 48-A, Section 101 of the 
Annotated^de ofiKaryland) ^ 

, A. National Safety Council x ~ , 

f*i . . • 

* «•«' . 

"Rockets are potentially highly haaardous devices employing extremely energetic propellants. ' 
Their safe use'requires expert kiUMsicdge and experierlce, beyond the skill of^ersbns not specifi- 
cally trained and qualified in this ^uii alty." 

• , *■ 

B-* Procedure • ^ 

^ In thr interest of student safcrw amateur experimentation with rockets is prohibited in the 

Montgomery County Public ^dsm^m,. Administrators and teachers shall assist in the education of 
students regarding the dangers r f ^,)r4;c: expcrimentatioif by doing the following: 

1- Science teachers shall be awt-sr-* >: the regulations governing rocket experimentation. 

2- Industrial arts teachers snail -ioseiy supewise all projects being made in school shops so as to 



ewise 

be sure^pkrts of rocket^ are not being coifl|ructed on school premises. 

3. Elementary teachers smou^c take cognizance of the rules concerning rocket experimentation 
and forbid the firing ot saai -ockets as part of class activities or on school premises, 

5-63 PAR.\DES AND FLOATS 

A. Crepe Paper ^ * . 
Only ilame-proof crepe paper mz^- dc usee for decorative purposes. 

B. Tar Paper 

. The use of tar paper for deco^:izions is prohibited. ' . 

C Smoking 

See MCPS ^esulation 540-1. 
5-64 SMOKE D€ >1CES . * 

■ 1 

The county fire marshal's office ir.u oe notified so that a proper inspection may be made prior to 
public display, ichool administra; jr .nd activity sponsoijs should allow sufficient time in the event 
that changes ir. design of equipment ire necessary. Notification may be made by notifying the fire 
marshal's office m writing ten days pr - to event. (Phone 279-1471) 
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B« SCHOOL OBSERVANCE OF DESIGNATED SAFETY DAYS 
A. Fire Prevention Week 



Tlie observance of Fire Prevention Week affords an opportunity of devoting additional time in 
the classroom and in assembly programs to further discuss fire hazards in school and community, 

The Montgomery County Council in Executive Session issued the following proclamation: 

WHEREAS, Fire claimed the lives of 12 people in Montgomery County in 1966 and caused more 
than 3 million dollars in property damage, and ^ - 



WHEREAS, Many of these fires could have been prevented through effective community fire 
prevention programs so that citizens are made aware of the hazardous conditions that exist 
. " becayse dT carelessness, and • ^ 

- WHEREAS, A cohterted effort is needed as part of the consistant educational campaign to save 
life and property by preventing destructive fires; now therefore be it 

Resolved, That the County Council for Montgomery County, Maryland, does hereby\)roclaim 
October 8 through 14^as Fire PreventidR Week and urges each citizen to take au active part in 
, eliminating alj possible causes of fire in his home and business. The'County Council also asks all 
county" government agencies, commercial organizations, civic groups, schools, churches, and other 
organizations to cooperate fully in the drive to prevent fire in Montgomery County* 

B. Junior Fire Marshal Program >. 

'\ ' , ■• ■ " * 

Each school year, the Montgomery County Division of Fire Prevention conducts.a fire prev'ention 
education program within the schools. This year, 431 third grades in 152 ^schools have been 
visited by Staff member* of the ^vision. (1969) ' 

The purpose of this program is, to stirnulate fire prevention thinking ^mong the younger students, 
A valuable secondary benefit from this program occurs when students take the fire prevention 
lessons learned in school to t^etr parents at home. 

' . , ' » ^ . ' y ' ^ • 

Specfal emphasis is placed on the Junior Fire Marshal program during Fire Prevention Week in 
October) during the Christmas season, and during the eariy spring season when spring clean-up is 
emphasized. Many third graders have discovered a surprising number of fire hazards in their own 
homes, using a check list provided in the fire prevention literature. 

The literature, alon^ wit^ helmets and recognition badges, arc provided by the Hertford Insur - 
ance Group, which sponsors -the Junior Fire Marshal progriim. . 

C. Poison Prevention Week ' 

Each year, an estimated half-million children swallow medicines and household products which 
have the potential to cause serious injury, even death. The President has designated the third 
week in March annually a% Nationar Poison Prevention Week. The United States Congress 



intended this observance as a means for local communities to emphasize the dangers of accidental 
poisqnings and take such preventive measures as these dangers warrant. Poison Prevention Week 
offm an excellent opportunity for the classroom teacher to emphasize the importance of poison 
prevention. ' ' ^ 

54S6 BLASTING CAPS 

Every year, millions of blasting caps are used in the United States for construction, mining, and 
quarrying. They'r^ essential to these industries. 

Blasting caps are high explosives used to set off other explosives. This means they're dangerous. ^That's 
why, in industry, they are used only by trained experts. 

The greatest care is exercised to keep blasting caps locked up when not in use. Occasionally, caps are 
mislaid or stolen. In inexperienced hands, they can injure, maim, arid even kill. 

Children shall be instructed rc^garding hazards of ^lasting caps. They should be reminded never to 
touch blasting caps and immediately to notify their parents, police, fir^ department, or teacher who 
will arrange for disposal. . ^ 

5^67 SEASONAL SAFETY 

A. Halloween Safety ' 

This period wjth its costuming and "trick or treat" practice may cause ^hildren to be cspeci^ly 
^ . vulnerable to injury. Emphzisis on instruction should be on s^afcty in costuming, walking in the 
dark, and consideration for the rights and properties of others. The following topids could be 
discussed to advafitage on the days immediately proceeding Hallowfccn: 

1. HaVe patents' permission before-going "trick or treat." 

2. Wear costumes that fit, allow for clear vision, and arc fire proof. 

3. Carry a flashlight. . 

4. Dress warmly. 

5. Respect property. 

6. Do not rush haphazardly on the streets or sidewalks. 

7. -Obey all traffic rules. , 
y8. Watch for turning cars. 

9. Do not accept invitations from strangers.'' 

10. Stay in your immediate lUM^hborhood. 



11. Do not d^tend unsupervbed parties. 
B. Christinas 

See MCPS Regulation 245-2 and letter on the next page. 



\V2 



ERIC 



Division' of Fire Prevention 

MONTGOMERY COUNTY, MARYLAND 

COUNTY OFFICE BUflDiNC, ROCKVILLE, MARYLAND 20850 ♦ 301 279-1471 



Dear Principal: ^ * ^ V 

( The jChrls'tmas Holiday Season is again very near. In order to. 

insure a happy arid fire-safe season, please remeiriber the following fire 
safety regulations outlined in MCPS 245-2, dated October 31, 1966. 

USE OF CHRISTMAS TREES 

a. Christinas trees will be permitted- in schools only during 
the last week of school before the Christmas vacation. 

b. Christmas trees must not exceed a height of seven feet. 

c. Christmas trees must be green and kept in water. 

d. Christmas tree lights must b,ear the label of the Underr 
writers' Laboratories (UL) . Each set of Christmas tree 
lights must also be inspected for frayed wires, loose 
connections, or broken sockets before use. 

e. All- extension cords supplying Christmas tree lights must 
be limited to eight feet. 

f. The use of combustible Christmas tre*e decorations is pro- 
hibited. 

In view of the potential fire hazard associated with a natural 
tree and the increase in vandalism in some schools, I would strongly urge 
that you consider purchasing a fire resistant art if icial tree. Many of 
the headaches associated with a natural tree are Voided with the artifi- 
cial tree, if is safer, and, of course, can be used for many years. 

Please also make certain that trees are kept away from heat 
sources, and in no way interfere with exi'cways. The trees must be r e- 
moved from the building before the Christmas vacation. 

Thanks for your; help. Best'wishes for a Merry Fire-Safe Christ 
mas and New ^ar. 




Robetvt B. Smith 
Fire Marshal 
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CHAPTER yy 

BUILDINGS AND GROUNDS 



6-1 ADMINISTRATIVE RESPONSIBILITY 



The school principal and administrative staff are responsible for reporting all known hazards within 
the school or on school grounds. ^ 

6-2 CAPACITY CERTIFICATE COMPUTATION ■ 

State Fire Code Regulation No. 27 states that in order to simplify the computing of capacities of 
gymnasiums, all-purpose rooms, cafeterias, etc., the following formulas shall be used: 

A. Bleachers / 

r 

Provide three foot aisles so that no more than seventeen seats (25!^ feet) are allowed on each side 
of aisle. If bfeachers are not more than 54 feet long, one aisle is sufficient. Subtract aisle width 
from total length of bleachers and take 2/3 of this figure. Multiply by number of rows. 

B. Chairs 

Divide total clear floor area by 8. 

C. Bleachers and Chairs 

With bleachers open, divide total clear floor area by 8 and add bleacher capacity. 

\ 

D. Dance 

Divide total clear floor area by 6. ^ , ^ * ■ 

E. Tables and Chairs j 

i 

Divide total area occupied by tables and chairs by 10. 

F. Exit Doors and Stairs 

Doors — 100 persons per 22 inches unit. ' r 

Stairs — 60 persons per 22 inches unit. 

One -half unit credit for 12 inches in addition. to full units. 

(Consult School Fire Inspector) 

6-3 BLEACHER SEATS FOR ATHLETIC FIELDS 

*"rhat it be the policy of the BoiU-d of Education that the construction of bleacher seats on athletic 
fields at hi^h schools of Montgomery County he approved at no c.ost to the Board provided t{iat the 
plans and specifications arc approved by the superintendent and the project is supervised by the 
director of construction for the Board of Educ cttion.'' (Board Regulation 51 1 B-r)8, October 14, 1958) 
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•4 CAPACITY CERTIFICATES FOR PUBLIC OR PRIVATE ASSEMBLY 

MontgpQinieiy County Fire Code - Section 8641 sutes diat in every place of public or private 
assembly, there shall be a certificate permanently posted in a conspicuous place in the room near the 
entrancc^^ / . . 

Such certificate shall be furnished and signed by the fire marshal, or his authorized representative, and 
such certificate shall read as follows: Not more than p ersons permitted in ^ 



Fire Marshal Montgomery County 

6-5 EXITS AND MEANS OF EGRESS IN BUILDINGS GENERALLY 

A. Maintenance 

All exits, aisles, and other^-^means of egress in all buildings shall be kept cl^ar of all obstructions 
and be properly maintained. Locks and fastenings on exit doors shall be readily opeiv^ >m the 
. inner side without the use of keys. Draw bolts, hooks, and similar devices shall pr t ed. It 
; shall be the duty of any person in charge pf every place of asscmbh :o make an nspe.. « r>f all 
means of egress before -ach perfonnancc, address, exhibition, or other matter ( ^ro - -c ings to 
make certain thev are car. Such clear egress shall be maintained continuously d- u me of 

*:?"rformaqce or hv>urs operation. 

I 

B. -audiences to be i ^iomed of Exits 

It shall be the du >t the person in charge of every place of public or private assembly, except 
places of worship, to call the attention of those present at a performance, address, exhibition, or 
other matter of proceedings, to the exits by displaying or announcing the following: 

NOTICE 

For your own safety LOOK for your nearest EXIT. -In case of emergency WALK do not RUN to the 
exit. This notice is required by law. 

The above requirements shall be considered complied with by:' 

l!^ Showing said notice on the screen once for each performance in motion picture theatres. 
2. For other places of public or private assembly by: 

a) Oral announcement at the beginning of the performance or other proceeding 

b) Printing the above notice in the programs. 

c) Having a fixed sign or signs displaying the above notice printed in letters of u size and 
clearness that can be easily read from any point in the assembly room. ^ ' 
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6S MARKING OF EXIT WAYS ; • 

Montgomery County Fire Prevention Co'de Section 86-87 

A. In rooms accommodating more than 75 persons, required exit doorways shall be plainly marked, 
by approved red exit signs, sufficiently illuminated when the floor area is occupied so that they 
can be readily distinguished. 

* ■ 

B. Where the exit doorways are not \dsible from all locations in public corridors, red directional 
signs shall be placed op walls or otherwise displayed in conspicuous locations to direct occupants 
to exit doorways. 



6-7 LIGHTING OF EXIT WAYS 



Montgomery County Fire Prevent! Codo Section 86-88 

A. Exit pa-^ageways, cprridors, - .airw: . md other rrauired means ( egress n pia r*s of public an 
private issem ly buildings shall br iiiminated at ail umes when a: uudien c or . ther attendanc 
is pres. . in : c building. ' , ' * 

B, Exit p.i ae;cuays, corridors, stuirw and other required means cgrcs; , whci, natunil light 
inadcqu shall be kept illuminate it all times, 

6^ STAIRV V DOORS TO BE KEPT CLOSED 

Montgomery County Fire Prevention Code 86-89 

U shall be unlawful to block open any stairway enclosure door which leads Jo or from a floor of the 
building or any fire door which by law is required to be self-closing. 

6-9 NOTIFICATION OF FIRE DEPARTMENT 

Montgomery County Fire Prevention Code 86-93 

A, Whenever a fire occurs in any building of any kind, cxcepa a private dwell . . x duty 
of the owner, man:ijHM, or person ontiol ^ sue lv4(uil dings, upon discovery ol a !:re,"evcn 
though it has apparently been exti ished^ uiuiicdiately to cause notice of Me exist ciu ,: o! such 
fire, circumstanc es of same, and iocation thereof to he given to the al (rr dcp;)i tincnt. 
This requirement shall not be cons[ to forbid the owner, manage: , or \u in com of the 
aforementioned building from usii ,ill diligence necessary to extinguish u h fire [)i i to the 
arrival of the fire department. 

B. Whenever a fire occurs in a public building, the building must be immediately evacuated and not 
reoccupied without the permission of the Officer in Charge of the local fire department. 
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6-10 MAINTENANCE AND OPERATION OF BUILDINGS 
Monrtgomery County Fire Prcventidn Code Section 86-91 

CcMnbustible materials shall not be used for decorations, scenery, drapery, acoustic, or any simUar 
purpose in any dance hall, auditorium, nightclub, institution, or any other place 6f public or private 
assembly unless such materials have been adequately flameproofed and^approved as such by the fire 
marshal. ^ *- * 

Combustible mat-rials of any kind, v%ncther Uameproofed or not, shall not be used to decorate any 
electro aght or fi> Tire or anv heat-producinc device ii\ any building. 

6-1 1 STORAGE OF TRASH OUTSIDE OF BUILDINGS 



Montgomery Jount\ Fire Prevention Code > -tion 86-8^ 

It is the dut\ ' tte c^ccupant of property provide the following facilities^: )r the storage of trash 
outside of th' elding so used except in cas of a multifami)y use in which cast t shall be the duty of 
the owner to nrr ' itit ihese facilities: 

A. ' Seii-Glosmu on.ainers sufficient in si/j or number to store all trash whicr is accumTlated in the 

respa|flrve,builaings until fipal disposal : provided for, ' ' 

B. The containers shall be of metal or masonry construction or of wood construction lined by metal 
or brick. 

C. The containers shall not obstruct any entrance or exit. 

D. Trash shall not be stored anywhere except in containers asJ)rovided by this section. 
6-12 BURNING OF TRASH 

vlontv -mery C\ unty ^ ;ti !*icvtiitioii LoUc Section S'^ > 

Garbage, dead animals, aninuil waste, rubbish, retus. , or other waste which is i cas;iy C(UTibustible 
shall not be burned. . ^ 

6-13 SAFE Al FICI PR vCTICES 

\ ^ 

See Hazards of Office Equipment, Section 4-11. 
6-14 FIREPROOF FI^E 

MCPS Regulation 230-13 (Bd. Res. 272-62, May 14^ 1962) 

"Elementary Schools should be provided with fireproof file cabinets in lien of steel safe with combina- 
tion lock.'' ^ 
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6-16^. FIAMMABLE U^DS 



IlcSquirements for Storage of Ftaaundkle Liquids in.Buildingi — Montgomery County Fire Prevention 
Ccrfte^edtion 86-6^ , ' 

Storage shall be* limited to that required for maintenance, demonstration^ treatment, and laboratory 
Work. Flammable liquids in, the laboratories and at other points of use shall be in containers not larger 
than one quart or in safety cans or in storage cabinets. 

6-16 CLEANING FLUIDS AND OTHER FLAMMABLE LIQUIDS , • 

A. Under no circumstances shall carbon tetrachloride be used as a cleaning material or thinner for 
other materials. 

( 

B. Storage of flammable liquid witiun a building, but outside of aii approved storage vault or 
cabinet, shall not exceed-teri gallons per building. 

C. Principals shall assume responsibility for limiting total quantity and individual department heads 
are responsible for adhering to :ne limitations set forth for each department. Departmental 
quantities are subject to variartioi within a particular school, providing the total quantity does 
not exceed the 10 gallon limitation. 

* 

D. Flammable liquids shall be in approved containers with screwcaps, not exceeding one gallon 
capacity. - . 

E. Ahy open flame or other, sources of ignition shall hr nr(ihihitcd wi*' n ?5 frr 1 
or combustible liquids storage arr I or i mu h h tU l dispersed. 

W new ilan;iiti .>it uquids or combustible Jiquids arc transterrt ; fronf the original coi amer to 
another container, the latter shall be plainly marked as to the contents and the manui_icturer's 
precautions. 
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Spr ;v tinishini; .)plicati()ns employing flammable liquids through ejection by pressure ip or on 
an\ school premises shall be carried on only within approved spray booths, spray rooms or spray 
tuiniels, oral other locations specifically approved by the fire department. 

H. Water reactive materials when not in use shall be kept in sealed containers. 

f 

6-17 STORING COMBUSTIBLE LIQUIDS 

A. Combustible liquids, (liquids with a flash point above 140" F.rand below 200'' F., such as 
^ Formaldehyde, Turpentine, etc.) and fl.ammable liquids, (liquids having a flash point below MO'' 
such ;rs Alcohol, Chloroform, Aceton; Toluol, Kther, Collodian, Gasoline, eU .) shall be stored 
in containers not larger than one quart, or in approved safety c;ms. 

^B. The warehouse has in stock approved two- and five-gallpn safety cans for storing these liquids. 
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e-18 POLKiY ON SMOKDC - MCPS Regalation 540- L November 23, 1970 

Resolved, That the Moiitgoaiery County Public Schook' Regulation 5404 be romided; and be it 
further./ - ^ 

Resolved, That smoking areas on schoql grounds be established in each senior anc luniof^enior high 
school; and be it further . - 

•* ^ 

Resolved, That a Montgoniery County Public Schools' regulation be adopted as folh 

4. 

1. No smoking will be allowed within the school building; 

2. Local school (actors such as grade organization, class schedule^, ph^ -ic-aJ layout of the 
school plant and grounds, and neighborhood setting, will be considered; 

School regulations regarding the use of student smoking areas will hre carefully delineated, 
and broad communication of these regulations will be provided by the school administration 
and the student government;* 



Students must share the responsibility for the pr( »>er use anH u 
smoking areas; 



tb< student 



5. Penalties for infra^ i r >iiiorv .iig re^U-atuv: 

( <wi!>t R tiously and consistently admmistered; 



must be Ton * U .jid must be 



6. A forceful, meaningful program o{ Jucation highlighting the hazardous . )fsmokin| 
must continue and be strengthened viti he senior high cnool students a trDuriL a share in 
this e(5ucational responsibility and reco^:_ing their iiiflu - ce upon younge tudents; 

*7. The Board of Education considers tne school year 1969-7( to be a trial period dip which 
time many factors will be evaluated including the impac >f t^e sm(»kii ar as on the 
incidence of student smoking, school disi ipiine, vandalisn . ."id ihe deirrc o which stu- 
dents, school staff and parents respond t( the above guidelines 

On June 29, 1970, the Board of Education made the following ame ument to NivjpS regulation 
regarding smoking as set forth in the Board resolution adopted on Apr, 21, 1969: 

"Students desiring to use smoking areas will secure written authorization from\ parent in a form 
provided by the school; unannounced spot checks of smoking areas\ will b^^ made at least 
monthly, and parents will be sent a routine potice of unauthorized smoking area use." 

The purpose of this amendment is to keep parents informed regarding this crittcal health matter. The 
use of smoking areas without parental authorization will not be a basis for any school disciplinary 
action. 

*0n June 29, 1970, the Board of Education directed that the smoking policy be evaluated on a yearly 
basis. " 
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6-19 SMOKING PROHIBITED UNDER CERTAIN CONDITIONS 

Montgomery CouidjlLFire Prevention Code Section 86-95 

A. Fire Marshal to ■pgnate Areas Where Smoking Shall be Prohibited, 



Where conditions are such as to make smoking a hazard in any areas of piers, wharves, ware- 
houses, stores, industrial plants, institutions, places of assembly, and in op^en spaces where 
combustible materials are stored or handled, the Fire Marshal is empowered and authorized to 
order the owner or occupant in writing to post **No Smoking" signs in each l>uilding, structure, 
room, or place in which smoking shairbe prohibited. The Fire Marshal shall designate specific 
safe locations, if necessary, in any building, structure, or place in which smoking may be permit- 
ted. ^ 

B. **No Smoking'* signs of appfoved size lettering and location required shall read "By order of the 
Montgomery County Council." 

C, Smokinga: K i ^f ^*No Sriioking" Signs Prohibited, 

It shall be unlawful for any person to remove any "No Smoking" sign^or to smqke in any place 
where such signs are posted. » 

6-20 FUMIGATION AND THERMAL INSECTICIDAL FOGGING 
Montgomer - County Fire Prevention Code - Section 86-71 
A, Definitions 



1. "Fumigant" shall roi^an and include any substance which by itself or in combination with 
any ether substance emits or liberates a gas, fume, or vapor used for the destruction or 
control of insects, fungi, vermin, germs, rodents, or other pests and shall be distinguished 
from insecticides cind disinfectants which arc essentially effective in the solid or liquid 
phases. " - . 

2. ''Thermal insecticidal fogging" shrill mean the use of insecticidal liquids which are passed 
through thermal fog-generating units where they arc by means of heat, pressure, and turbu- 
lence transformed and discharged in the form of a fog or mist that is blown into an area to 
be treated. 



B. Licenses 
^An 



An annual license shall be obtciincd from the fire marshal^ by all persons engaged in the busines? 
of fumigation or thermal insecticidal fogging and/or operating a fumigation room, vault, or 
chamber using a toxic or flammable fumigant. 
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C. Sources of Ignition * ' 

AU fires, open flames, and simUar sources of ignition shall be eliminated from the space under 
fumigation or dicrmal insecticidal fogging^Heiting, if needed, shall be by steam or hot^water. 

D. Notification of Fumigation 

The fire marshal shall be notified in writing at least 24 hours, before any building or structure is 
to be closed in connection with die use, of any toxic or flammable fumigant. 

E. Watchman Required During Fumigation 



Dunng the period fumigation is in process, except when fumigation is conducted in a gas-tight 
vault or tank, a capable, alert' watchman or watcTimen shall remain on duty at the entrance or 
entrances to the building, or enclosed space fumigated, until after the fumigation is completed 
and untit the premises are properly ventilated and again safe for human occupancy. Sufficient 
watchmen shall be provided to prevent any person from entering the building, or enclosed space 
under fumigation without being observed. 

F. Thermal Insecticidal-. Fogging Liquids i, 

No thermal insecticidal fogging liquid shall be used that has a flash point below 100° F. " 
6-21 DECORATIONS ' 

Flammable decorations, costumes, curtains, and drapes arc not to be used, stored, or exhibited on 
school premises. 

The use of flammable decorations in any auditorium or other building or grounds where student's 
congregate' is prohibited. 

All decorations, curtains, scenery, stage sets, etc. shall be flame retardcnt to the satisfaction of the fire 
marshal. 

6-22 FLAMEPROOFING - MCPS Regulation 245-2, October 31, 1966 

Canvas or other materials should not be used as floor protection, nor should material be used in 
decoratmg until it has been flameproofed. This restriction should not apply to stage curtains or 
audio-visual curtains which arc the responsibility of the Division of Maintenance. 

Directions, for Flameproofing • 

A. Launder and dry the fabric, using atrf^onventional method. 

B. Saturate with a solution of 4 oz. boric acid, 9 iw.. borax, 1 oz.Jiquid detergent (wetting agent) to 
each gallon of water. The material must then l^e permitted to ^irlp dry. 



142' 



C Iron or stretch materisU if desired 

■ ^ it ^ . ^ ' ' 

D» Notf» the date of completion of flameproofihg, material used, and person responsible and forward 
information to the Division of Maintenance for filing. Notice will be sent when the material needs 
to be flameproofed again. ' »^ 

6-23 USE OF FLAMMABLE bECORATIONS 

Flammable decorations, such a& c'ora shocks, streamers, or leaves, are prohibited for use in public 
buildings by the Fire Prevention Code of Montgomery County. 

6-24 USE OF CHRISTMAS TREES 

A. Christmas trees will be permitted in schools only during the last week of school before the 
Christmas vacation. 

0 

B. Christmas trees should not exceed a height of seven feet. 

C. Christmas trees should bq^ green and kept in water. • 

■J 

D. Christmas tree lights must bear the label of the Underwriter's Laboratories-. Each set of Christmas 
tree lights must also be inspected for frayed wires, loose connections, or broken sockets before 

i 

E. All extension cords supplying Christmas tree lights miist be limited to eight feet. (Cords plugged 
into a corner are difficult to get to in case of fire.) 

F. Keep trees away from heat sources and in no way interfere with exits. REMOVE before the 
vacation period begins. 

6-25 ELECTRICAL EXTENSIONS AND INSTALLATIONS 

Building servicemen arc prohibited from making extensions to any electrical system. They are to 
contact the Division of Maintenance if any extensions are necessary. All special electrical i ns tall at i oris, 
such as coffee-making facilities, must be approved by the Division of Maintenance. 

6-26 INSTALLATION OF PORTABLE CHAIRS 

The following standards have been established by the Fire Prevention Code for the installation of 
portable chairs in plac es of public assembly in Montgomery County. 

A. If more than 300 portable chairs are used, they must be clamped together in groups of not more 
than 4. ' 

B. All chairs must be so arranged that there are not more than 15 chairs in any one row between 
aisles. - ^ 0 - 
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C. A clear distance of four feet must be obtained between the backs of chairs in each row. 

D. A minimum of three-foot aisles must be obtained between exterior walls and interior aisleways. 

E. The capacity certificates posted m places of assembly are. based upon the installation of portable 
chairs as outlined above arid should t.< oserved. 

6-27 TRASH CONTAINERS . / 

The Montgomery County fire marshal Lai cautioned' against additional purchases of plastic trash 
containers. Therefore, when the existing supply of such containers in the warehouse is exhstustcd, 
metal containers will bt^s^ocked. Meantime, principals and office managers should ensure that: 

A, No plastic trash containers are purchased locally. 

B. Procedures are made firm whereby trash cDntainers'^arc emptied at the close of each working 
day. 

6-28 ADMINISTRATIVE RESPONSIBILITIES OF MAINTEi^ANCE DIVISION 

A, . Responsibility of the Director of Maintenance > 

The, director of the Division Maintenance is responsible for providing an adequate level of 
support tp each building serviced manager in the care of and maintenance of grounds. There are 
times during the year when increased staff effort must be devoted to the condition of grounds as 
a result of seasonal conditions. These unusual requirements may occur during the winter seast)n 
when there may be unusual accunru^tions of snow requiring removal from Walkways and vehicu- 
lar areas and also duVing the summer season when the growth of grass requires the utilization of 
more manpower and equipment. The appropriate supervisor in the Division of Maintenance shall 
coordinate his efforts with those of the building services manager and field supervisor in the 
Division of Operations to insure that staff available in the Division of Maintenance is utilized to 
support these unusual requirements. The director of the Division of Maintenance is responsible 
for the care and maintenance of all future school site? until the building services manager is 
appointed upon completion of a school on the site. 

B. Care of Grounds ,y ^ - 

The building services manager is v ponsible, undtr the general direction of the principal, for the 
care and maintenance of grounds, i.ach building services manager, in coof)eration with the princi- 
pal, shall develop an adequate wr' ten plan for the routine care and maihtexiance of the grounds. 
This wall refiect local capabilities %ith regard to staff and equipment and Will be sufficiently 
comprehensive to cover all requirements related tq the site. Further, this plan shall indicate Ihe 
services required of the Division of Maintenance on cither a regular or an infrequent biisis. This 
plan shall be developed in close cooperation with the appropriate field supervisor in the Division 
of Maintenance. The director of the Division of Operations shall insure that a written plan for 
each school is available in the general office of each school and that file copies are maintained by 
his division and the Division of Maintenance. 
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Visits of Main tenailce Crew to Schools ' 

To facilitate Servicing of equipment, all audio^visual screens, movie projectors, slide projectors, 
tape record^ts, and such equipment in need of repair will be placed in the maintenance c^ntor^ 
and properly tagged so thrft time. wpi not be lost in obtaining the audio-visual teacher an^then 
4^cting the txwntenance men to iWbther room to obtain the equipment. Maintenance* men ean 
tKeh gp j^ectly ,to the maintenance center, sign in, check their clipboiurd^ ot the file folder, 
perform the work, and sign out with no delay. ^ ' ' » 



ReqiISsts for Maintenance Work . i 

Requests for maintenance worlT should be made in writing to the director of the Divisi<i>n of 
Maintenance except in case of emergency, whej^ recjuests may be made by* telephone. Requests 
for routine work should be held at the school until^ the regular maintenance nian makes his 
periodic check of the building. Requests for new work must be made writing to" the Depar|- 
ment of School Facilities. ' ^ I - ^ 

Electronic N^intenance Work ^ 

Under no circumstances should aixy person except electronic technicians from the Division of 
Maintenance attempt to "hdjust or repair electronic equipment. No equipment shouMhb^'brought 
into the Division of Maintenance; all pfflcup and delivery will be controlled by the division. Work ' 
orders or receipt forms wi]J accompany equipment being returned to the school after repair and 
will be signed for by the principal or school secretary. 

Alteration of Electrical Panels 

No person, whether connected with the MCPS or with an outside organization, shall be permitted 
to make or change any electrical connecdonAvithout first consulting the Division of Maintenance. 

Responsibilities of Building Services Personnel 

In order to clarify responsibilities ahd position expectations of principals and building services 
personnel, pertinent information and rules are explained below: 

J. Be prompt. The person should arrive at least one-half hour before scheduled use. ^ 

2. Check the boilers upon arrival (during the heating season). 

3. Unlock the necessary door or doors. Turn on lights as needed. ^ 

4. Be present at all times in the area being used in order to insure that the group limits its 
activities to the area applied for 

5. Protect Board property, the building, and its contents. Remind individuals not to smoke in 
posted areas. Insist that .authorized representative work with you. Explain that a report of 
smoking violations must be made to the principal which could result in denial of use of 
facilities in the future. 

, 151 

145 / 



C i) Ix>ck aU doon and close and lock wii^ / 

. • ' , . . • ■ • ■ . <. < 

b) See that aU dgai^tte butts are extmguUhe^. 

. c) C9idan|ireaif itistobeusedthenextmomm^^ ' . 

' ** * ' ' . • ' . . . ■ * ■ 

d) ' Turn of f all lights in the area used. 

*■'.,' ' .- ' 

c) Check the boUer toom, 

\ 

^ Check all exterior doors to see that they are locked. 

✓ g)' LEAVE AF^R GALLING BOARD OF EDUCATION MASTER ALERTING 
SYSTEM "BOEMAS." 

6*29 SPfiOFIC DUTIES OF BUILDING SERVICES PERSONfJEL / 



SP£C 
^uimni 



The bimBng services manageiv^must kiiow where the main electric, gas, and water cut-offs arc located 
in *the building. He must locate jdl fuse panels 2ind learn where the circuits lead and size fuses they 
carry. It is important never to overload a circuit. If there i^^ubt, the Division of Maintenance will 
have art electrician check the circuit. ^ 

A. Heating ' ' ■ ^■ 

There must be a certified boiler operator (building serviceman.) on duty at aU times when the 
building is used and the boiler is in operation. The buildiqg services managA>ilust ^urive at his 
school early enough to check his heating plant and see that the buildiftg is properly heated before 
clashes begin. 

B. Maintenance of Grounds 

The building services manager should clean dr-have one or more of his staffs :Iean snow, mud, or 
dirt off steps and sidewalks each morning before school opens. 

C. Lights and Water • 4 ^ ^ 

All exit lights and any other emergency lights should \be turned out when the school building is 
unoccupied except by members of the building services staff. This rule will apply to both exterior 
and interior lights. 

D. Heating 

(1) Clean boilers; (2) clean oil burners; (3) oil all oil burner motors; (4) keep unit heater filters 
clean; (5> keep boiler room clean; (6) blow down boiler daily; (7) learn all parts of heating 
plant; (8) learh Vhat the accessories are and what they do. (The building serviceman should be 
asked these questions at times.) 
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E. . Miscellaneous Jobs • 

(1) Oil door hinges and panic bars; (2) adjust dpor checks; (3) adjust classroom desks; (4) keep 
bolts and screws tight on classroom desks; (5) replace worn silencers' on classroom desks; 
(6) keep all janitor equipment clean and oiled; (7) provide hangers for brooms and mops; 
(8) set up and take down chairs when ordered by the principal; (9) i^place window glass; 
(10) report maintenance time on proper forms as provided atnd send monthly to the director of"" 
the Division of Operations. 

F. Piano Moving ^ ' 

Pianos are not to be moved from one level to another except by skilled movers provided by the 
Division of Supply Management. , " . 

The use of students for moving pianos is prohibited. \ ' * 

6-30 BUILDING SECURITY (MCPS Regulation 230-2) . . 

The following rules have been adppted to improve security in the Washington and Lincoln Centers (in 
the latter insofar as is possible): 

A, In the interest of maximum' security, issuance of building and/ or office keys will remain strictly 
limited. Personnel returning .after normal working hours or on weekends must ring for the 
building serviceman for admittance to the building and to their offices. The building serviceman's 
call bell is located at the main entrance. The building serviceman will ask for the employee's 
identification card if he is not personally known. The Washington and Lincoln Centers have a 
24-houp, seven-days-per-week custodial service. 

B, The last employee to leave each office after normal working hours should close the windows, 
turn out all lights, and lock the doors. Employees returning for work after normal working hours 
or on weekends will take the same precautions on leaving. Building servicemen will check for 
office security, see that all access doors and office doors are locked at 6 p,m,, and report all 
unsecured places daily to the offict^ manager in the Washington Center, 

6-31 SAFE BOILER OPERATIONS 

A. Boiler Code ^ 

A boiler^code was established to require boiler manufacturers to meet the standards of safety. 
The code has been adopted in 46 states. All boilers bear a stamp of approval for heating, 

f 

B. Boiler Definition 

An enclosed vessel in which water is heated or converted into steam. 

C. Rules for Safe Operation . • • % 
I, Anticipate every type enHergency and be prepared to meet each one. 

153 / ' 
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2. When an emergency arises, proceed to theproper valves or switchcfs in a calm fashion. 

S. Check water level in the gauge ^ass with the gauge cocks at least daily aifd also at any other 
time the accura^cy oT the glaiss indication is doubted. 

4. Blow out each gauge g^ass and watef coliunn connection at least once each day. 

5. Accompany all orders for important operations with a memorandum in writing to the 
appropriate office. Use a log to record important facts or unusual occurrences. 

■ \ ' 

/ 

6f Remember always to have at least one gauge of , water before lighting off i the level should be 
checked by the gauge cocks. * * 

7. Be sure blowdown valves are closed and proper vents, water-column valves, and pressure- 
gauge cocks are^open.* • 

8. Use the bypass if one is provided. Crack the valve from- its seat slightly and await pressure 
equalization! Then open it slowly. 

9. Watch the steam gauge closely and be prepared to cut the boiler in, opening the stop valve 
dnly when the pressures are nearly equal. 

10. Lift the valve from its seat by the hand lever when the pressure reaches about three-quarters 
of popping pressure. [ 

11. Raise the valve from its seat with the lifting lever each day the boiler is under pressure. Test 
by raising to popping pressu^-e once, each week. 

12. Always consult an authorized boiler inspector and accept his recommendations before in- 
creasing the safety valve load. 

13. The valve should be fitted with a new spring and restamped by the manufacturers for 
charges over 10 per cent. 

14. ' Unauthorized persons are not allowed in the boiler room. 

15. Wh^ a boiler is being cleaned or repaired, a **tag" shall be placed on the boiler room to 
indicate there is a worker inside. 

16. All boiler repairs are to be done by authorized agents of the MCPS who are specifically 
trained for the purpose. 

17. Delayed ignition is a danger sign; always use proper ignition meth6ds» 

18. ..Always allow draft to clear furnace of gas and dust for several minutes. Draft conditions 

must be changed slowly. 
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10. When in dcmbt, seek advice immei^^ 

' ^ ' ' '% 

Requests for&rthcr information should be directed to the Division of Operations. 

^- ' . ' •. ^ • 

Emergciicy Action 

}}-'^ ' . . , . 

1. If t^ere is no water in glass: ^ 

a) I dp not add water to hot boiler. 

b) "Ao not haul coal fire. 

c) sHiit off gas or oil, tank coal, close ash doors. 

d) do nothing else to boiler until it cools down. - ^' 

e) call inspector or competent boiler repair man. 

2. If bo^er is leaking: 

a) if there is no water j^|gl^^ follow directions under No. 1. 

b) if water shows in glass, maintain water level. 

•\ 

c) cut off gas or oil, bank coal, close ash doors, 

d) close all steam valves on steam boiler. 



e) call inspector or competent boiler repair man. 



3. Flatne <iuU.^. 



a) cut off gas or oil supply. 

b) call competent boiler repair mdn. 

4. Smoking boiler: ' N . . 

a) cut off gas or oil — if coal fired, open dampers wide. 

b) open windows and doors. 

c) call competent boiler repair man to check and clean boiler, burners, etc. 
Hand Test ^he Following Installed Devices Frequently 

1. Water level controls 
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5. Fiii^ignitcM 

3. Low water fuel cut-bff devij^es 

4. Fl^me faUiuv fiid cu^off 

6. DampeV position and safety stop 
F. Garc in Layiig Up Boilers 

1. Steel bou^ shoidd be driained at the end of ap operating period preparatory to an extended 
^ "ou t-of-servke^ period. Man^hole and hand-hole pl^^ 

external surfaces cleaned. Grates, combustion chamber, tubes, and dther fire surfaces should 
* be cleared of soot and ashes. Boilers should be aUovved to remain open, dry, and clean 

during inoperative period so that air will circulate thorough to prevent deterioration. - 

2- Cast iron heating boilers, after draining, 'should be flushed out, refilled >vitfi fresh water, and 
allowed to stand full during the inoperative period. Grimes,' gas passages, and combustion 
chamber should be cleaned of ashes and soot* "'A 

3. Do not bum trash or paper dtiring the off-season as the boiler may be damaged by over- 
heating* * ■ 1 ^ 

4. Oil burners, stokers, and automatic gas burning equipment sl^uld be serviced by your boiler 
repair man prior to the beginning of each operating period after an extended "out-of- 
service" period . ^ 

6-32 PARKINQ REGULATIONS, WASHINGTON CENTER . 

"No Parking" aTeas; particularly in front of entrances, must be left free for ready access of trucks 
and/or emergency vehicles. ^ ^ 

^33 AFTER SCHOOL USE OF FACILITIES 

A. The principal, in his role of school administrator, shall be responsible for maintaining proper 
relationships with those organizations which make applications to use the school. The principal 
or a designated member of his staff (which may be a building services employee) must be on duty 
at all times when a school building is being used by outside organizations. 

B. There must be a building services employee who has successfully completed the boiler safety 
course on duty at all times when the building is used during the heating season or when the boiler 
is in operation. Boilers must be checked hourly. 
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6^ UMTTATlbNS ON THE USE OF SCIfOOL FAaLlTlES , 

• .■ . * . • ' ' ■ ' ■-. . * 

A. . Board of Education policy mandates that groups using school facilities wjll conduct activitys that 
* fflfc (1) orderly and lawful; (2) not of a nature to incite others to disorder; (3) not restrictive by 
reason of race, creed, or color. 

The Vise qf alcoholic beverages in sehool buildings or on school grounds is prohibited. 

. « ■ * . • ' * ■. ' ^ ^ 

"Hxcre shall be no smoking in school buildings unless the area is posted otherwise. 

*■ * ■ 
15 TRESSPASSING ON MCPS BUILDINGS AND GROUNDS ^ 



^Article 27 of the Annotated Code o/Afary/anrf, 1957 Jldition) Section 577A, 
pubUcJjjll^dings and Grounds became effcctfve June 1 , 1966, and reads as follows: 

Any person refusing or failing to leave a public building or grounds or specific portion thereof of 
a' public agency or public institution during those hours of the day or night when the building, 
grounds, or a specific portion thereof is regularly closed to the public upon being requested to do , 
so by a regularly employed guard, watchm^, or other authorized employee of the public agency 
or institution owning, operating, or mainlining thq building or pVoperty if the surrounding 
3 / circumstances are such as to indicate to a reasonable man that such person has no apparent lawful 
busmess to pursue at sucljj^ace shall be guilty of a misdemeanor and upon conviction thereof 
shall be fined not more tha*$^000 or imprisoned for not more than six months or both at the 
discretion of the court. * . 

B. Any person refillling or failing to leave a public building or grounds^or a specific portion thereof 
of a public agency or public institution duYing regular business hours upon being requested to do 
so by an authorized employee of^t^e public agency or institution owning, operating, or maintain- 
ing the building or property if the surrounding circumstances are such as to indicate to a 
reasonable man that such person has no apparent lawful business to pursue at such place or is 
acting in a manner disruptive of and disturbing to the conduct of normal business by such agency 
or institution shall be guilty of a misdemeanor and upon conviction thereof shall be fined not 
hfiore than $1,000 or imprisoned for not more than six months or both at the discrimination of 
the court. ^ 

6-36 GENERAL SCHOOL AND GROUNDS SAFETY 
A. Dark and Unfamiliar Places 

The use of open fiames, such as candles, torches, matchcs,\etc., for lighting a building is prohib- 
ited. Flashlights or air extension light should be used. 

Extreme care should be used when entering unfamiliar, unlighted areas 

Always be on the alert for overhead beams, pipes, wires, etc. Damp, dark places may have vermin 
oV insects. 
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, Fluorescent Lamps 

... .■ ■ : V ., . _ / 

/ Building services employees are responsible for the safe and efficient* disposal of fluorescent 
tubes. 

» Defective tubes slioiiM be handled with care to avoid breakage. They should be placed in the 
container of the new tube when possible. 

C. Garages - • . * 
Smoking is prohibited in all MCPS garages. . 

Car lifts are to be operated by trained personnel only. 
Engines shall not be running when gas tanks are being filled. 

When filling gasoline tanks, employ?!^ shall make certain that the nozzle of the hose is*m direct 
contact with the tank or metal funnel. On outside pumps, there shall be no smoking within 25 
feet of the pump while gas is being pumped into the storage tank or vehicle. 

D. Hand Trucks and Dollies - / ' 
% • f ^ . 

When using a hand truck, never carry more weight than you can control. Make sure your load is 
secure. ' ' ^ ' ' 

Do not block vision by piling freight too high. . . 

Balance loads on dollies to offer maximum control, 

0 

E. Power Lawnmowers ^ ^ ' 

1. The tank shall be filled not more than 3/4 full and only when the engine is cool and not 
running. (Expansion space in the tank is necessary as the sun expands the volume of gasoline 
in the tank.) Spillage on a hot motor could cause a fire. 

2. All lawn areas should be inspected before mowing to make certain there are no stones, wire, 
' glasses, etc. (Objects may be propelled by a rotary blade at the speed of a bullet.') 

3. When using the large mower stay a safe distance from the building. The building servicemen 
shall use the small mower for ardas close to the building, 

4., The engine shall always be stafttd out of doors. V ^ 

5. If the power mower is self-propelled, the clutch shall be disengaged before starting. 

. . / • ' . ' 

6. Extreme caution should be used when cutting terraces and banks. 

7. If the operator leaves the mpwer f^f any reason, it should be turned off. 
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8. AU guarck purchased for use on the'^mower shall be used. 

• ■ ' ■ ^ ■ 

9. When grass is being removed from the mower, the engine should be stoppefd by grounding 
thfe spark plug or removing its- wire from the spark plug ancl placed so it cannot touch the 
spark plug. (Grounding tfie sp?urk^ plug is not enough as the ground migh< be removed 
accidently.) Rotating the blade /of a rolary mower will crank and start the engine if the 
spark plug- is connected. The'spaurk plu^ ^ould be grounded or its wire removed when the 
mower is Stored. (Do not store with g^loline in taiik,« Do not store in boiler room.) 

10. Any use of lawn mowers, power equipment, or manual equipment for the purpose of 
completing school boar^ activities by persons not employed by the MCPS is strictly prohib- 
ited. 

11. Lending MCPS property or equipment is prohibited. 
Paper Cutters " • . . 

1. Obtain permission from instructor before using the paper cutter. 

2. Make sure that no one is inpide the operator's zone. * v 

3. , Be certain that the handle controlling the blade is in its proper position and the safety lock 

en^j^ged before setting the back gauge. ' 

4. Keep hands clear of the blade at all times. 

5. Limit the stock to be cut at one time to the capacity of the machine. « 

6. U^e care when jogging stock so as to avoid being cut by paper. 

7. Keep both hands on the handle controlling the blade ciuring the cut, and return the blade to 
its proper position before removing stock. 

8. Hand-operated cutters shall be used by junior and senior high School students under the 
, direction of the teacher and in strict compliance with safe operational procedures. 

9. Elementary school pupils shall not be allowed to operate cutters at ciny time. 

Good Housekeeping Tips ^ 

1. ' Machines should be cleaned with a brush after "using. ' 

2. The work area should^always be kept clean. ' . 

3. Tools should always be put away when not in use. 

4. Materials and parts 'should be properly stored in designated areas. 
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5. Always use the right tool for the rig^t job. * . 

6* If an object is^oo heavy ot awkwarcl, get help in carrying it. \ : 

7. When handling materials, be s^^^ 

8. Always use a ladder when you have to climb instead of using chairs, boxes^ etc. . 

9. Walk cautiously around blind comers. Do not run or walk fast. 

* ■ ■ . • - . 

6-37 PRESSURIZED CANS ; 

Pressurized cans are potentially hazardous if not used properly. Several accidents, serious injuries, and 
fatalities throughout thexountry have occurred^as the result of improper use, storage, and disposal of 
pressurized cans. 

.? 

Certain general precautions should be taken when working with pressurized cans: 

A. Read all warning messages on the container to determine wljether the mixture is flammable. 

> . 

B. c Do not puncture the can, for internal pressures could cause serious injury. 

C. Do not store in the sunlight or in temperatares over 100° F. because in some types of aerosols 
the internal pressures will rise to dangerous levels. 

D. Use in well ventilated areas, as prolonged inhalation may be harmful. 

E. Keep away from children. 

F. ^ Wlfen using aerosol containers, you will notice that the containers bear words of caution. These 

warnings are determined by the Federal Hazardous Substances Liability Act, by state and local 
laws, and by the nature, of the product. 

G. READ ALL WARNING MESSAGES ON THE CONTAINER TO DETERMINE WHETHER THE 

CONTENTS ARE FLAMMABLE, v 

*f .* 

H. Remember flammability is only one concern and that explosion due to internal pressure is of 
equal importance. 

I. An educational effort be made to point out the hazards of heating containers. 

^ ■ • 

J. Special metal cans be provided for the suggested collection of these containers. (DO NOT PUT IN 
INCINERATOR.) , 

K. The containers be disposed^ of in the same manner as other unbumable material, with the 
necessary precautions being taken not to puncture the pressurized cans. 
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L. Special emphasis and poster* type notice could be placed in areas using these containers (shot> 
cosmetology — art — etc«y warning of the hazard and the need for segregation of used containers 
from other trash* 

^16^ ' office SAFETY TIPS * . # 

A. Practical jokes and horseplay are sometimes. cruel and senseless. Keep your office a pleasant and<=\ 
congenial place in which tfc work. *** • 

B. Report the smallest cut, scratch, 6t other injury immediately to the proper person inxharge. 

C. Si^p^file drawers, desk drawers, slides, and locker doors closed when not in use, 

D. Use handles when closiijg drawers, file cabinets, or disappearing typewriter desks. 

E. Adjust or clean power driven office machinery only when they are stopped. 

F; Brush up broken glass„,^ap carefully and thoroughly in strong papers, and place in a sJ^fe place 
to be removed. " ' 

p ■ ■ 

G. Be sure your typewriter's securely fastened in place before using. > 

H. Place fans where ho one can touch them z^tJZtentally and wait till the blades stop revolving 
before moving a fan; ^ * 

J. Keep razof blades, pins, pen points, knives, shears, and other sharp objects in the proper place. 

6-39 EMERGENCY CLOSING OF SCHOOLS AND CENTRAL OFFICE 
(MCPS Regulation 245-4, September 8, 1967) 

A. Advance Closing Due to Inclement Weather, Hazardous Roads, or Other Reasons 

1. Decision and Notification of School Rising 

In C2ise of inclement weather, hazardous rpads, or other reasons, tlie director of the Division 
of Transportation, after consultation with the appropriate offices on road conditions and 
weather forecasts, will confer with the superintendent, who will decide whether schools and 
the Central Office are to be closed. Radio and TV stations will be notified by the director of 
transportation no later them 6:00 a.m. In the event of an emergency closinsupf schools 
and/or the Central Office between the hours 6f 8:00 a.m. and 5:00 p.m., the administrative 
staff will be notified by the superintendent's office. - 

2. Personnel Procedures When Schools Are Closed in Advance 

- a) If the Central Office remains open theti it is announced prior to the opening of school 
(by TV or radio) that the schools will be closed for that day or for the following day, 
the principal and all twelve-month day and night shift supporting services personnel 
will report for work. 
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b) If the Central Office is closed, all employees will ht granted general emergencyitlive 
excqjt the following emergency personnel, who are fexpected to be on duty: — 

<(1) Central Office CentrexroperatoiSjJRil 5:30 p.m. ' • 

(2) Building servi^s managers of the day shift and buildmg services foremen in charge 
of the dvenin^jWft ipr the CentrallOffice and aU schools.^ 

(3) All automotive shop personnel, trajjsportation field supervisors, and clerical" 
employees of the Division of Transportation (but not bus operators). 

(4) - Designated pers^oiinel in the.Division of Maintenance. • * 

■r (5) Other personnel who may be designated by the superintendent. 

c) Pay for Ten-Month Supporting Services Employees: ' 
See MCPS Regulation 4a0-4, Board Resolutioir533-66, September 12, 1966. 

d) Teachers, administrative and supervisory personnel: 



See MCPS Regulation 430-1. 



Delayed Opening of Schools Due to lnclement Weather, Hazardous Roads, or Other Reasons y 

, r ^ . - / 

1. ^ In the event that the situation warrants, the opening of schools may be delayed 1-1/2 hours 

in ordexiip permit buses to run theiir routes under safer conditions. 

This delay will allow time for road crews to clearroads. It will aUow tnotorists to complete 
their trip^ and clear the roads of hea^y traffjc land will prdvide greater safety for students 
who walk to'sfchool and also for those who are transported. . 

2. When tlifc decision is made to delay tlie opening, announcements will be given to radio and 
TV ^stations no later than 6:00 a.m. 

3. PLAN A — Delayed Opening Due to Inclement Weather o|^Hazardous Roads^^ 

a) Buses^n regular routes will run 1-1/2 hours later than their regularly scheduled times. 

b) Bus service will not be provided for Head Start, niomlng kinderga\««, vocational/ 
technical, special education, handicapped, qr work-oriented curriculum pupils. 
Although bus servijje for these pupils will not be provided, classes will be held in all 
schools. Those students who ride regular buses, those who walk, and those who can be 
transported to'^arid from school by parents will be expected to attend school. Teachers 
of these classes will have an opportunity to take advantage of the smaller classes to 
work individually with pupilsLwho are able to be in attendance. 
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c) £unch will be served in each school. 

d) Dismissal in each school will follow the regular schedule unless otherwise announced. 
Early Dismissal When Schools Are In Session ^ 

1. Student Dismissal Procedures When Schools Are In Session . 

^ When early di3missal of students is necessary , the dismissal plan will normaUy be announced 
by 10:30 a.m. on the Radip-Alerting System prior to radio and TV station aimouncements 
and will be indicated by the letter B or C as follows: 

2. PLAN B — Early Dismissal Due to Inclement Weather or Hazardous Roads 

> ^' 

a) All schools will dismiss 1-1/2 hours early, ' ) 

'* - 

b) Afternoon kindergarten classes will not be held. 

c) Morning kindergarten pupils will be taken home on the regular kindergarten bus runs. 

d) Buses will run their afternoon routes in the same order as on a regular school day^ 
9Buses may run late because of road conditions. 

e) Pupils who walk or drive will be dismissed after the first group of buses has departed. 
The purpose Itere is to insure pedestrian and auto safety. ' 

f) The lunch period should be scheduled for students prior ta dismissal. ' 

g) All afternoon and evening meetings and activities are automatically cancelled. 

3. PLAN C — Immediate Dismissal Due to Inclement Weather or Other Reasons 

There may be occasions when students must be dismissed more than 1-1/2 hours before the 
regular dismissal time or less than 1-1/2 hours because of unusual circumstances. 

Under Plan C: ' . . ' ' 

a) The time differential will be announced on the Radio- Alerting System prior to radio 
and TV announcements. 

b) Afternoon kindergarten classes will not be held. 

f). Buses will Vun their routes in the same order as on a regular school day. It is important 
that kindergarten pupils be transported on the first run from elementary schools. Buses 
may run late because of road conditions. - 

d) Pupils who walk or drive will normally be dismissed after the first group of buses has 
departed. ^ * . 
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\ e) The announcement will include, instructions regarding the luach program. - 

f) All afternoon and evening meeting^ and activities are automatically cancelled. 
4^ School and Central Office Personnel Dismissal When Schools Are In Session'^ 



a) If stucRi^ are dismissed at aivr time between the hours of 8:0.0 a,m. and 5:00 p.m. 
^ and the Qaatral Office and scfanols remain open, all school employees will remain oii 

dpty xmi dismissed by the ^ncipal. Bus Operators: Designated drivers will be 
assigned io^^all a predesignated school to determine if all students have been taken 
home from 'the school. These drivers will return to the assigned school if the principal 
.informs them that there are bus students still to be delivered. The director of the 
Division of Transportation will mjike the necessary assignments and will distribute a list 
of assignments' to all principals and drivers. This list will be reviewed monflily and 
revisions made when necessary. ^ \ • 

b) At the discretion of the superintendent, the Central Office and schools may be cl^bsed. 
All employees will be granted emergehcy leave except the following*emergency person- 
nel, who are expected to be oi} duty: ' 

■■ ; % ' . ' ' \ -J- 

(1) Central Office Centrex operators until 5:30 p.m. ' - 

(2) Building services managers of the day shift and i)uilding services foremen in charge 
of the evening shift for the Central Office and all schools. 

" / ■ ' ■■■ • . . \ ■ 

(3) Ali'^ulomotive shop personnel, transportation ' field supervisors, and clerical 
employees of the jDivisjon of Transportatipn (but*not bus operators^. : . • 

(4) Designated personnel in the Division of Maintenance. - ' 

(5) Other personnel who may be designated by the superintendent. . 

Emergency Closing of An Individual School ^ 

I-f the principal feels that there is a reason for closing a school, the area director, assistant 
superintendent for administration, deputy superintendent, or superintendent depending upon 
local conditions may grant permissii&n to close the school. All personnel shall remain on duty; 
until dismissed by the principal. The principal shall notify tKe superintendent's office when a 
decision has been made to close the school. \ 
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American Association of Health, Physical Education, and Recreation, The AAHPER offers important 
safety advice for school physical education classes. Some recommendations for safe play facilities 
arc also provided. Their new b9oklet, 'Teaching Safety in the Elementary Schools," is the latest 
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Alterations , (i-28 

Extensions ' 23 

Portable L2I 

Scbool 4-24 

Shock 3 43 
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EMERGENCY, Action 
Care 
Program 

EMERGENCY CLOSIISfG 
Individual School 
Program 

EMPLOYEE, New 
Responsibility 
Safety 
Suggestions 

enemy attack 

EC^UIPMENT. Audio- Visual' 
Care 

Guarding 

Physical Education 

EVACUATION PROCEDURE 
Bomb Threat 
Eirc 

EXiTS 
- boom 

t',grcss 

lighting 

i\larkings 

f^tairways 

EXTlNCUlSIlERS 
EV|,; I'ROi KC riON 
EVes, l irst Aid 



EAciLlTlKS 

After School Usr 
limitations 

V PAKKINC; 

FAlNTlNC; 



Chapter 



5-45 

5- 48 

6- 39 
6-39 

^6-39 

4-2 

4- 3 
1-2 

1-12,4-26- 

3- 11 

5- 15^ 
5-1 

4- 17 

5- 22 



3-15 



6-2 
(i-5 

(i-8 

:^7 



5-43 



5-45 \ 



FAIRS, Science 

FANS y 

FERTILIZER 

FIELD AND TRACK V 

FIELD SUPERVISOR 

FIELD TRIPS 

'FIRE V 
Administration 
Bonfire 
Drill 

Evacuation Procedure 
Extinguishers 
Incident Report 
Notification 
Polishing 

Special tlveuts v. 

firearms 
firecodp: 

Administrative Responsibility 
Burning Trash 
Maintenance and Operation 
Markings and KxitiT" 
Notification 

Stairways and Doorways 
Storage of TriLsh 

FIRK PRKVKN riON DIVISION 

FIRK PRKVKN riON WKKK 

I'IRKPROOr r'lLK 

FIRKWORKS 

I'IRIN(; LINK ' 

I 'IRS r AID 
Definition 



Ch^ter 

5-39 

' 4-U 

/ 

' 5-3 
5-26 

1- 6 

2- 13 

3- 4 

5- 58 
3-5 
3-6 
3-7 
3-8 

6- 9 
5-36 

5- 60 

3-3 
3-4 . 

6- 12 
6-10 
6-6 
6-9 
6-8 

. 6;1 1 

3-2 

5- 67 

6- 14 

f) (U 

5-3 I 

5-45 
5-46 
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Chapter 



Chsqpter 



FLAMEPROOFING 
FLAMMABLE DECORATIONS 

FLAMMABLE UQUIDS 
Classification 
Cl|?ning 
Storage 

FLATS AND PROPS 

FLOATS AND PARADES 

FLUORESCENT LAMPS 

FOOD SERVICE 

FOOTBALL 
Insurance 

FUMIGATIOP^ 

G 

GARAGE 
GAS, Welding 

GENERAL SAFETY RULES 

GLASSWARE 

Bending ^ \ 

Cutting 

Fire Polishing 

Heating 

Stagecraft 

GLOVES. Rubber * 

GOGGLES 

GO-KARTS 

c;oLF 

GRAPHICS 



6-?2 GRINDER 5-2 

6-21 GROUNDS SAFETY 

Dark Places 6-36 

5-34,6-15 Fluorescent Lamps 6-36 

5- 35 Garages 6-36 

6- 16 Hand Trucks 6-36 
6-17 Paper Cutters - 6-36 



Power Mowers • , 6-36. 

5-40 





GUARDIN^ui EQUIPMENT 


4-17 










H 




o-3o 








HALLOWEEN 


5-61 


4-12 








HAND 




5-26 


Protection 


4-5 


5-50 


Tools 


4-16 




Trucks £^nd Dolhcs 


6-36 


0-20 








HANDLING FLAMMABLE LIQUIDS 


5-34 




HARBORING CHICKS 


5-44 


5,6-36 








HAZARDOUS 




4-21 


Cabinets 


4-11 




Clothing 


2-14 


J. \ 


Desks and iablcs 


4-1 1 




Fans 


4-1 1 


5-36 


Machines 


4-1 1 


5-36 


Swivel Chairs 


' 4-H 


^5-36 


rypewriters 


4-1 r 


5-36 


Waste Baskets 


4-1 r 


5-36 






5-40 


HEAD PROTECTION • 


4-14 




Injuries 


" 5-45 


5-9 






5-31-' 


HEALTH ROOM 


5-47 




HEATIN(; ^ 




2-1 I 






5-21) 


lll(;il JUMP 


5-2(i 




III ICIIIIIKING 


2- 1 5 



5- 1 2 
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HOME ECONOMICS 
HONOR ROLL PROGRAM 
HORSESHOES 
HOUSEKEEPING 
HURDLES 
HURRICANE . 

I 

IMMEDIATE CARE 

INDUSTRIAL ARTS (Shop) 

INCLEMENT WEATHER 

INFLATING BALLOONS 

INSTALLATION 
Equipment 
Physical Education 
Portable Chairs 

INSTRUCTORS, RiHc 
Driver Educiition 

INSURANCE 

Claim Procedures 
Driver Education Cars 

" Footbidl 

Reporting Accidents 
Workmen's Compensation 

ISOLATION OF ANIMALS 

J 

JACKS 
]IG SAW 

JOINTER ' ^ 



Chapter 
5-19 
Ml 

5- 26 

6- 36 
5-26 
3-14 

5-48 

5- 2 

6- 39 
5-57 



5-1 

5- 22 

6- 26 

5-3 1 
5-16 

5-49 

4- 29 

5- 18 
5-50 
5-49 

4- 29 

5- 42 
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JUNIOR FIRE MARSHAL 

L 

LACROSSE 

LADDERS 
Step 

LAMPS, Fluorescent 
LATHE 

LAWN MOWER 

LETTER TO PARENTS 
Patrol 

Student Driver 
LICENSE, r umigation 
J.IFTING 

LIMITATION, Use ol Facilities 
M 

MACHINES 

MAIN TKNANCK 
Administrative 
Alteration Klec tric 
Crews 
Cirounds 
Operations 
toques t 
, Responsibility 

MINI-BIKKS 

MOTOR POOL 

MUSIC 

N 

NA HONAL HONOR ROLL 



Chapter 

5-65 

5- 26 

. 4-6 

6- 36i 

5- 2 , 

6- 36 

2-12 
2-18 

6-20' 

4-7 

6;34 
« 

4- 10 

6-28 
6-28 
6-28 
6-28 
6-10 
6-28 
6-28 

2- 1 1 

2-21 

5- 20 
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Chapter 

NOSEBLEED 5-4^ 

• O 

OFFICE, Safety 6-13 

Tips 6-38 

OFF LIMIT AREA 4-25 

P 

paper cutter g-'sg 

paper drive 5-55 

parades and floats 5-63 
Parking 

Faculty 2-19 

Washington Center 6-32 

PATROL SAFETY 2-12 

PAVEMENT, Markings 2-4 

PESTICIDES 5 4 

PHYSICAL EDUCATION 5-21 

* Appari^tus - 5-24 

Equipment 5-22 

Instruction 5-2!^ 
Progression . ' _ 5-2'^ 

Track and Fidd ^ 5-2G 

Trampoline , 5-25 

Tumbling /- 5-24 

PIANO, Movinv; ()-29 

PITS', Garage 4-1:^ 

PLAN IS, Poison i^5-:^ 

PLAYGROUND AIDES 5 29 

Procedures 5 :U) 

PNEUMATIC J ACKS f 4- 1 :\ 



Chapter 

POISON IVY 5 45 

Plants 5-3 

POISON PREVENTION WEEK 5-65 

POLICE COORDINATOR 1-7, 1-8 

Crossing Program 2-2 

PORTABLE CHAIRS 6-26 

Tools ' 4-24 

POWER MOWER 6-36 

PRESSURIZED CANS . 6-37 

PRINCIPAL 1-4 

Leave 4*27 

PROPANE AND BUTANE 5-56 

PROPERTY, Care 1-17 

PROIECTION 

Body • 4-4 

. Clothing 4-8 

Eye 5-27 

Hand 4-5 

Head 4-14 

Signs 4-14 

PUBLIC A(]ENCIKS I-K; 

I^UBLIC SAFETY H-l 

PUNCTURE W()UNI3S 5-45 

PUPIL DRIVERS 2-13 

PYROIKCHNIQUE, Display 5-(i 1 

Q 

QUALIFICATION, Rillc 5 31 
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R . 

RADIAL SAW 
RADIO, Alerting 
RANGES 
• bSIaGENTS, Chemical 
REGULATION, Traffic 
RELAYS 

RELEASING INFORMATION 

REPAIR, Shop 

REQUEST, Maintenance 

RIFLE CLUB 
, Control 
Firing Line 
Instructor 
Range 
Storage 
Target Area 

RISERS 

ROBES AND GOWNS 

ROCKEIS 

ROPES 

RUBBER, Gloves 

S 

SAFES T ROU IT, 

SAFKIY 
Agriculture 
Boiler 
Christmas 
Committee 



Chapter 

5-2 

3- 16 
5-31 
5-38 
2-1 

5- 26 
1-14,1-15 

4- 13 

6- 28 

5- 31 
5-31 
5-31 
5-3 1 
5-31 
5-3 1 
5-31 

5-20 

5-20 

5-(")2 

5-26 

5-9 

2-3 



SAFETY cent. 
Employees 
General 
Goggles 

Home Economics 
Music 
Office Tips 
Patrols 

Physical Education 

Public 

Science 

Seasonal 

Shop 

Supervisor 

SANDER 

SCAFFOLDS 

SCHOOL 
Crbssing 
Dark Places 
Fire Report 
Garages 
Grounds 
Property, Care 
Ranges 
Route; Plan 
Safety Committee 
Safety Patrol 
Special Events 
I'raffie Control 

SCIENCE 
Chairmen 
Classes 
Fairs 

Remaining in Class 
Teacher 

SCULPTURE 



. 5-3 

(;-3 1 

5-(i7 
\-9 



SEATHKI.'TS 
SKCURTTV, Building 
SIIAPER 
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Chapter 



4-2 

4- 1 

5- 32' 
5-19 

5- 20 

6- 38 

2- 12 
5-26 

3- 1 
5-33 
5-67 
5-2 
1-3 

5-2 

4- 9 



•^2-12 
6-36 
3-8 
6-36 
6-36 

^ 1-17 
5-31 
2-3 

1- 9 

2- 12 
\5-51 

2-1 



5-33 
5-33 
5-39 
5-37 

1- 5 

5-1 1 

2- ? 2 
(1-30 
5-2 
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SHOCK, Electric 
SHOP, Safety 
SHOT PUT 

O 

SHOWERS 

SIGNS ^ 
Rifle 
Safety 
Stop 

SMOKE DEVICES 

^ SMOKING 
Boiler 
Policy 
Prohibited 

SOCCER 

SOFTBALL , 

SOILS AND FERTILIZERS 

SOLICITING RIDES 

SPECIAL EVKN TS 
Bonfires 

Booths and Stands 
Electrical Device's 
Fire Regulations 
Inflating Biilloons 
Paper Drives 
Propane and Butane 
' Tents 

SPFFD LlMI l S 

SPLINTERS 

SPRAINS 

•SQUARIN(; SIIKARS 

srA(;i:c:i^AFT 
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5-45 
5-2 
5-26 



5-28 

2-5 
5-31 
5-1 
2-7 

5-64 



6-31 
6-18 
6-19 

5-26 

5-26 

5-3 

2-15 

5-3 1 
5-58 
5-54 
5-53 
5-52 
5-57 
5-55 
5-56 
5-59 

2-6 

5-45 



5-4 



5'4{) 



STEAM CLEANING 

STORAGE, Cylinders ^ 
Flammable Liquid 
General 
Trash 

STUDENT DRIVERS 
Operated Vehicles 

SUBSTITUTE TEACHERS 

SUGGESTION, Employee 

SUPERINTENDENT'S ADVISORY 

SUPERVISOR 
Field 
Safety 

SIIRFACFR 



TABLIvS 

TACiS, Warning 

I ARGE r Areas 

I FACIIER, Scieiive 
Substitutes 

Tia'.N-AC.K SAI'K TV COUNCIL 

jKNTS 

riiisri.K ruBKs 



■lOOI.S, Ik-lcctivc 
Hand 
Injuries 

lOlIC.II lOOIBAI.I, 

roXIC MAlKRfALS 
Art 
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Chapter 

4-13 

4-22 
6-17 

4- 23 
6-11 

5- 16 
2-17 

4-28 

1-12 

1-13 



1-6 
1-3 

5-2 



6-2 
- 4-25 
5-31 

1-5 

4- 28 

1-10 • 

5- 59 

5-36 

4-16 
4-16 
4-15 • 
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Chapter 



Chapter 



TRACK AND FIELD 5-26 

Broad Jump 5-26 

Dashes 5-26 

Distance Races 5-26 

High Jump 5-26 

Hurdles 5,26 

T Relays 5-26 

SihotPut 5-26 

Trampoline 5-25 

TRAFFIC 2-1 * 

TRANSPORTATION^ 2-\2>,^ 

TRASH i 6-11 

Burning ^ 6-12' 

Containers' 6-27 

TRESPASSING . 6-35 

V . 

VEHICLES, Authorized 

Motor Pool 2-21 

Movement, MCPS 2-20 

Student Operated 2-17 



VOMITING 5-45 
W 

WALKING 2-3 

Hazardous 2-14 

Safe \ 2-13 

WARNING, Attack 3-W 
Tags * 4-25 

.WASHING, Parts 4-13 

WiElGHT Training 5-26 

WELDING, Gas ^ 4-21 

General Safety ' 4-23 

Storage Cylinders 4-22 * 

WOMEN'S APPAREL 4-8 

WORKMEN'S COMPENSATION 4-29 

WRESTLING 5-26 




